UTAH JOB MATCH
RECRUITMENT MANUAL







Logging In

Logging into Utah Job Match

Log into UJM by clicking on the UJM icon on the desktop. Enter the User ID and
Password. Click on O.K. to get to the UJM system browser.

plsh Jo6 Utah Job Match 2|
MEKER = Cancel |
Entera User D and password,
UserlD |
Password |

System Browser — At system browser, double click on User ID, double click on
Utah Job Match, and finally, double click on Recruitment. This opens a list of
activities to which the user has access.
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Logging In

To open an activity, double click on the desired activity. The activity window will

open.
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Requisition Analysis
Req Plan

Finding an Existing Requisition

In the Requisition Analysis window, click on 4 o open the Search For
Requisition window, or, go to File on Menu bar and select search.

Search Field — Search for the applicable requisition by Requisition ID, Position
ID, or Job Title. Highlight a search field, then click on the Contains field.

Contains — Enter the desired ID or Title and click the Search button. Make sure
the title is entered in all caps as the search menu is case sensitive.

K. search For Requistion |
Search field Contains (case sensitive] And/Or Search I
Requisition [D ol | |*|
l I Add
Faositon 1D
Delete |

| Job Title

d Date |Status  |Job Title
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Req Plan

Search Results — Depending on the search criteria, one or more options will pull
up. Double click on the desired requisition.

K. search For Requistion x|
Search field Contains (case sensitive) And/Or Search |
"Hequisitinn ID [={l124 | M| dd

Delete |

Joh Title
CHEMIST/MICEOBIOLOGIST I

Highlight Requisition and double click here
to select.
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Building a New Requisition
Requisition Plan — At system browser, double-click on Req Analysis.

ﬂ. System Browser - [PEEDS] : - | Ellil

= PEKDS

=@ Utah Job Match
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----- T} Recruitment Category Maintenance
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----- Il Requisition Approval
----- T} Requisition Change Owner
H-F1 Utah Jab Match

There are two options for opening a new requisition.

Open a new requisition by clicking File and selecting New. Write down the
requisition ID number for future use.

OR
Open a new requisition by clicking on ‘g on the menu bar. Write down the
requisition ID number for future use.

.. 'Utah Job Match
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Erowser
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Delete

Duplicate r
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Extend End Diate

Close Zkrl+F4

Search Ckrl+F
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Requisition ID — The system generates the Requisition ID number when
building a new requisition. A requisition can be pulled up at a later date by
searching for the Requisition ID number or the Job Title. See Finding an
Existing Requisition.
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Requisition Status

The Requisition Plan tab displays the status of the requisition/recruitment. The
eight levels of status that can be displayed are New, Approved, Open,
Reviewing, Interviewing, Hiring, Closed, and Cancel. Each level is explained on

the next few pages.

ﬂ.. Requisition Analysis [ 218 - ] - |EI|5|
Req Flan | F'u:usitic:nl Req Info 2| Req Info 3| Req Info 4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Hosmmimitian 1D 215 Posting Open Date|1DfDEEDD3 [

Posting End DatelHIMD_DDB

Recruitment Type [ENTATE ~|

This position may convert to career service at a later date L]

Recruiter Name |

Recruiter Phone ||: 1 -

Recruiter E-mail |

Recruitment Plan

New Status — New status is displayed in the Req Plan tab when the requisition is
built. The requisition will remain in new status until the requisition is approved.

Approved Status — Once the Requisition Plan, Position, Requisition Information
2, Requisition Information 3, Requisition Information 4, Tasks, KSAOs, and
Categories tabs are completed, then the requisition is ready for approval. Once
approved, the status will change from New to Approved in the Req Plan tab. See
Approving a Requisition.
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Open Status — Open status is displayed in the Req Plan tab when the requisition
has been approved and the Posting Open Date has been reached.

Example: If the posting open date is listed as October 23" and the
requisition is approved on October 20™, then the status will display
Approved from October 20™ to October 22" and switch to Open status on
October 23™. Once Open status is displayed, applicants can view the
recruitment and begin to apply for the position online.

ﬂ.. Requisition Analysis [ 218 - ] ;|g|5|

’ u:usitic:nl Heqlnfu:uEl Heqlnfu:uEl Reqlnfod| Tazks | KSAD Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Requisition 1D 218 Posting Open Date | 10/06/2003
Status Mew Posting End Date |11/14/2003 .0

Recruitment Type [ENTATE ~|

This position may convert to career service at a later date L]

Recruiter Name |

Recruiter Phone ||: 1 -

Recruiter E-mail |

Recruitment Plan
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Reviewing Status — Reviewing status is displayed in the Req Plan tab and on
the web for applicants to view. Reviewing status refers to the time frame when
applications are reviewed and a hiring list is generated. This status is displayed
when the Posting End Date has passed and applicants are ready for review.

Example: if the Open Date is listed as October 23" and the End Date is
listed as October 28", applicants can apply for the position online from
October 23" to October 28". On October 29", the Reviewing status will
be displayed and applicants can no longer apply.

ﬂ.. Requisition Analysis [ 218 - ] - |EI|5|
’ u:usitic:nl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Requisition 1D 218

Status Mew i

Recruitment Type [ENTATE ~|

This position may convert to career service at a later date L]

Recruiter Name |

Recruiter Phone ||: 1 -

Recruiter E-mail |

Recruitment Plan

Interviewing Status — Interviewing status is displayed in the Req Plan tab and in
the job seekers’ online Application History when the hiring list has been
generated and applicants are being interviewed. The full interview process must
be complete before the next status level is displayed.

Hiring Status — Hiring status is displayed in the Req Plan tab and and in the job
seekers’ online Application History when an offer is extended. Once an
employee is selected, the status of the requisition changes from Interviewing to
Hiring. The requisition remains in hiring status until all the positions are filled and

the requisition is closed.
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Closed Status — Closed status is displayed in the Req Plan tab when an offer
has been extended and accepted for all positions tied to this requisition. When
all positions are filled, the recruiter changes the status from Hiring to Closed by
closing the requisition when prompted.

Re-Opening a Closed Requisition

While in Closed status, a requisition may be re-opened to fill another position
using the same hiring list from the same requisition. This can be done by going
into the Hire tab, right-clicking in the left hand Hiring Status box and selecting Re-
Open Requisition. The status will then switch to Hiring status until all positions
are filled and the requisition is closed.

Cancel Status

Cancel status is displayed in the Req Plan tab when a requisition must be
canceled. Requisitions can be canceled for a number of reasons, such as
agency budget cuts or errors in the requisition. To cancel a requisition, go into
the Hire tab, right-click in the left Hiring Status box and select Cancel Requisition.
The status will change to Cancelled.

How Do | Duplicate a Requisition?

Duplicating a requisition allows a user to copy recruitment information into a new
requisition. To duplicate a requisition, open the requisition you wish to duplicate
and go to File on the menu bar and select Duplicate, select Copy and Duplicate
Requisition. This saves a great deal of time when recruiting for a similar position
because you won’t have to re-enter position information such as tasks, KSAQO’s,
application questions, and levels.

File Edit Reporks Window

Browser

Tilew Ckrl+1

Save Chrl+3

Delete

Cuplicate Duplicate Requisitian
Y alidate Continuous  »

Extend End Date

Close Chrl+F4

Search Ckrl+F
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How Does an Applicant Know The Status of a Recruitment?

An applicant can view the status of a recruitment they applied for at any time. To
check this status, an applicant must log Into their online account, click on
Application History, locate the job they applied for and look at the status field for

that job.

“50 )

State Online SEY\HCES) Agency List ) Buslnass.utah.gov)

ISearch Itah.gow

Posting Open Date

The Posting Open Date refers to the date applicants can begin to apply for this

job online.

Req# Open date
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Posting End Date
The Posting End Date refers to the last day in which an applicant can apply for
this job online. Once the Posting End Date has passed, after 11:59 p.m.,

applicants can no longer apply to this job.

How Do | Extend a Posting End Date?

However, if more applicants are needed after the end date passes, the end date
can be extended by clicking file, clicking Extend End Date, selecting the correct
date on the calendar, and clicking Done.

F- "uitah Job Match
dit Reports  Window  Help

. % Bx g

Mew Chrl+H While in Requisition, the End
Save Chr+5 Date can be extended by
Delete clicking File, then clicking
Duplicate ' 4 Extend End Date.

Yalidate

Extend End Date

Close Chrl+Fe 3 Posting Open Date IDBEED_DDS
cearch ke Posting End Date |EIBQBI2EIEI3

-

|1 1/5/2003

_| November 2
su Mo Tu We Th

2 3 4[5,

3 10 11 12 1
16 17 18 19 20
23 24 25 26 27 28 29
a0

Cancel |

Once the End Date is extended, the recruitment will immediately be available
online for applicants to apply.

Select the new
'Y End Date, then
click on Done.
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Recruitment type

User can choose one of three recruitment types: Internal, State, and Public

recruitments.

Internal — This type of recruitment is open only to current employees within
an agency or specific division, region, or work unit within an agency.
Applicants must be schedule B, career service employees of the agency in
order to be eligible to apply for this type of recruitment. The system
determines eligibility through the Org range and Employee Identification
Number (EIN).

ﬂ.. Requisition Analysis [ 236 - ] - | I:Ilﬂ
Req Plan | F'u:usitiu:unl Req Info 2| Reqlnfo 3| Reqg lnfo 4| Tasksl k.SA0 | Hesultsl .ﬁ.pplicantl Hirel Eateguriesl
Requisition 1D 236 Posting Open Datel [
o kb ] .

Recruitment Type [JHESGEINE - | From Drgl To Drgl

State — This type of recruitment is open only to current state employees.
Applicants must be schedule B, career service employees of the State of
Utah in order to be eligible to apply for this type of recruitment. The system
determines eligibility through the EIN.

Public — This type of recruitment is open to the general public, career service
employees, and non-career service employees.

ﬂ.. Requisition Analysis [ 218 - ] - |EI|5|
Req Flan | F'u:usitiu:unl Req Info 2| Req Info 3| Req Info 4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Status Mew

Requisition ID 213 Posting Open Date|1EIfEIED_EIEI3 [
P N
[Public Y]

Posting End DatelHIMD_DDB [
Internal l
State I

R i ublic

ecruiter Name NS ‘ Choose one of
these three
recruitment types.

Recruitment Typ

reer service at a later date I

This position ma

Recruiter Phone

Recruiter E-mail |

Recruitment Plan
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This position may convert to career service at a later date

If the position is a schedule AL that may convert to a schedule B, check the box.
This will ensure that a comment is placed on the job announcement to inform
applicants that the position may become a permanent career service position.
Recruiter Name

Enter the name of the individual conducting this recruitment.

Recruiter Phone

Enter the phone number of the individual conducting this recruitment.
Recruiter E-mail

Enter the e-mail address of the individual conducting this recruitment.
Recruitment Plan

Enter recruitment information such as hiring manager names, titles, phone
numbers, advertising plans, etc. Refer to the Business Practices for detailed

information. Save the requisition.

k. 'Requisition Analysis [ 218 - ] * =0l x|
Req Plan | F'u:usitiu:unl Req Info 2| Req Info 3| Req Info 4| Tasksl KS.-'-‘-.EI' Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Requisition ID 215 Posting Open DatelmeIED_DEIS [

Status Mew Posting End DatEIHIMD_DDS [

Recruitment Type [EIRIHENE - | : '
Check this box if

This position may convert to career service at a later date L] the position is

Recruiter Name | schedule AL and

may convert to

schedule B later
Recruiter E-maill on.

Recruiter Phone ||

Recruitment Plan

Enter Recruiter Name, Phone,
E-mail, and Recruitment Plan
information here.
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Position Tab

Click on the Position Tab.

Approved Position

By clicking on the Approved Position button, you will be taken to the Search For
Position window. Search for the applicable position by Position ID or job Title.

Double click on the position to select (only active positions will pull up).

E. Requisition Analysis [ 219 - ] Y [m]
P feq Info 2| Req Info 3| Req Info 4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hire Eateguriesl
Authorized Joh 1D:

Coromirean
Auth Job Title:

Work Location Underfill |

Agency:

Additional Position Recruitment

Position |Career Schedule \Actual Job Title

Total 0O

a | i

K. 'search For Position x|
Search field Contains (case sensitive]) And/Or =earch |
[[Pos D [=][B100 [
Add
Delete |
Pos Id |Pos Eff Dt Joh Title Status Cd

Bioo |07 f2403

CFFICE CLERK I

Highlight Position and double click here to
select. Or Highlight Position and click on it
once, then click Done.
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After selecting the position you want, a message to check the Reappointment
Register (RIF List) before proceeding will appear. Review the Reappointment
Register for qualified RIFs before continuing. Click OK.

Check RIF list ' x|

In accordance with R477-5-4(2) and IUkah State Code 67-19-18-(6), please review the reappointment regisker For
qualified RIF candidates, Document all efforts to determine RIF eligibility for reappointment in the comments window,

I<»)

To check the Reappointment Register, go to the Applicant Tab and right-click in
the box. Select RIF list and the Reappointment Register will open. Review the
Reappointment Register for qualified RIFs. When finished, click Done.

ﬂ.. Requisition Analysis [ 194 - ] - |EI|5|
Req F'Ianl F'u:usiti-:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasksl KS.-'l'-.Ell Hesultrel Eateguriesl

Gruup|5cure |Band |Rif|"-.|l’et|Name |Pref Pts|Rewurd By |Reuw Date

RIFE Hire

RIF Lisk
Rewview

Band »

Hirimg Lisk

Recalculate
Expork

Click on the Applicant Tab,
then right-click in the box
and select RIF List.
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ﬂ. Reappointment Register El

Last Schedule B Position
1 |:|EI EI EI |:| .Illlrllllllitl:: |"| , IIIIII-IIIIIIE! il Ij '|||' I: orm F:I Ut Br FI o I:J FRMMear

104458 | Bear, Yogi Budget & Accounting Supervisar
1| | ]

Employee Info |E}{perien|:e| Academicsl Availability & F!eml:wall

EIN: 103630 Reappt Dt: EEEEIDS Cancel Dt; EEIIEIEIIEID E-Rif: I:’

Last Name: [\itch First Name: [vendy

Last Schedule B Position: |

Agenc}-‘:l Max Step:l

Dhrm Rep: |

Once the Reappointment

Dhrm Rep Phone: |— Register has been reviewed,
Click Done

Done |

Tasks, KSAOs, and Position Analysis information

Once the Reappointment Register is reviewed, clicking on Done will cause the
Tasks, KSAOs, and other position analysis information such as work location to
flow from the position analysis. This information flows into the Task and KSAO
Tabs that will be discussed later in the manual.

To proceed with the requisition, go back to the Position tab and click on it.

Work Location

This field automatically populates when the Approved Position is selected. It can

be modified simply by clicking in that window and typing additional information or
deleting necessary information.

17
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Additional Position Recruitment

Some recruitments have more that one vacancy that an agency is trying to fill. In

that case, additional positions can be added to the requisition as long as the Job
Title is the same. Add positions by right-clicking in the Additional Position
Recruitment box and selecting Add. Search for applicable positions by Position
ID or Position Title. Double click on the position and click Done.

E. 'Requisitio~ *—~lesis [ 124 - CHEMIST,/MICROBIDLOGIST 1T ]

eqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl
Agency: 560 Matural Resources

=101 %

Approved Position
Authorized Job 1D: 35354
Auth Job Title: CHEMIST/MICROBICLOGIST
Work Location Underfill

Cedar city

Additional Position Recruitment

Position |[Career Schedule Actual Joh Title
hBO1 B - Competitive Career Service  |[CHEMISTMICROBIOLOGIST

Delete

Right-click in this window
and select Add

Total 1
1] |
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Search for positions by selecting a Search Field and
entering applicable information in the Contains field, then

clicking Search. Multiple fields can be searched on by
clicking Add after each one, then clicking Search.

f.,. Additional Posi ion Selection

Search field
[Position ID

And/Or

L=

Contains (case sensitive

M|

Add

Delate

Available Positions

Pos Id |Joh Title
MBOZ |[CHEMISTAAICEOBIOLOGIST I

Once you click on the Search Button, Available positions
will show up in this window. Highlight and double-click
Selected Positions on the applicable positions to bring them down to the
Selected Positions Window.
Pos Id |Job Title

Once additional positions have been entered,
click Done to go back to Position Tab.

Cancel |
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. 'Requisition Analysis [ 124 - CHEMIST/MICROBIOLOGIST 111 N [w] |

FegPlan  Fosition | Req Info 2| Req Info 3| Req Info 4| Tasksl k.SA0 | Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Agency: 560 MNatural Resources

Approved Position
Authorized Job 1D: 35354
Auth Job Title: CHEMISTICROBIOLOGIST 1N
Work Location Underfill

Cedar city

Additional Position Recruitment

Position |Career Schedule Actual Joh Title

kB0 B - Competitive Career Service  [CHEMIST/MICEOBIOLOGIST

rB0Z2 B - Competitive Career Service  [CHEMIST/MICROBIOLOGIST I

a

Total 2

This recruitment now has two positions
available, MB01 and MBO02.

How Do | Add an Underfill?

Underfill

If position is to be underfilled with a lower level job, click on the Underfill button to
display the following fields:

20

Available Underfills — Any Job Titles that show up in this box are
Underfills that the recruiter can choose from. If there isn’t anything in this
box, then filling the position as an underfill is not an option. Double click
on any applicable underfill job titles to bring them into the Requisition
Underfills box.

Requisition Underfills — Once all applicable Job Titles are brought into
the Requisition Underfills box, select each Requisition underfill and type
text into the Underfill Criteria Box.

Underfill Criteria Box — This box is used to explain any criteria regarding
the job title(s) that are shown in the Requisition Underfills box. For
example, a new hire might be underfilled at a Level |l based on their
working knowledge of the position. However, the incumbent may not have



Requisition Analysis
Position
state experience and expertise that allows them to work at a senior or lead

level. Once the incumbent learns the job at a senior level, the underfill
may be removed and the incumbent will be promoted into a level lll.

E. 'Requisitior *~slysis [ 124 - CHEMIST,/MICROBIDLOGIST 11T ]

=10] x|
eqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Agency: Tatural Resources O Pusitiunl
Authorized Job ID: 35354

Auth Job Title: CHEMIST/MICROBIOLOGIST NIl

Work Location
Cedar city —

Additional Position Recruitment

Position |[Career Schedule Actual Joh Title
hBO1 B - Competitive Career Service  |[CHEMISTWMICROBIOLOGIST

Total 1
1] |
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<./ Job Undetfill Selection |
Available Underfills

Joh Id Job Title
35352 [CHEMISTMICROBIOLOGIST Il

d | 0
Requisition Underfills
Job Id Job Title

CHEMIST/MICROBIOLOGIST Il

1| Once the underfill is added and the
Underfill Criteria underfill criteria is entered, click on
OK. It will take you back to the
Position Tab.

22
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Requisition Information Tab 2

This tab contains Compensation Text, Benefits Eligible, Full/Part Time and
Working Condition Information.

ﬂ.. Requisition Analysis [ 167 - OFFICE CLERK IT ] - |I:I|_

Req F'Ianl Position  Feq Info 2 | Req Info 3| Req Info 4| Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Compensation Text|Step 15 (5 7.39) to Step 35 (5 11.72)

Benefits Eligible
Wes, all State benefits will be available.

FulliPart Time
Full-time

Working Condition Everyday Risks
Waorking Condition Comments

Risks found in the typical office setting, which is adequately lighted, heated and
ventilated, e.g., safe use of office equipment, avoiding trips and falls, observing fire
regualtions, etc |

Compensation Text — This field automatically populates after the Approved
Position is added to the requisition. This information can be modified.

Benefits Eligible — The user can include detailed benefit information regarding
the open position.

Full/Part Time — This field indicates if the position will be filled with a full-time or
part-time employee.

Working Condition — The working condition is automatically populated after the
Approved Position is added to the requisition. Comments may be added.

23
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Requisition Information Tab 3

This tab allows the user to add information regarding On Call or Travel
requirements. The Approved Position added to the requisition determines if
information can be added in these fields. If the field is white, information may be
added, when gray, information cannot be added unless the position analysis is
modified.

Requisition Analysis — On Call and Travel

Req F'Ianl F'u:usitiu:unl Feqlnfo 2 Reglnfos | Req Info 4| Tasksl KS.-'l'-.Ijl Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

On Call Comments

Travel Required Comments

24
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Position Analysis

The information entered in the position analysis will determine if On Call/Standby
and Travel Required information can be added to the requisition.

Position Info 1 |F'u:usiti-:-n|nfu:|2| Pu:usitiu:-nlnfu:uSI F'-:-sitiu:unlnfu:u4| Task.-’KS.-‘l'«I Dtherl

Position ID [D131 Requested Effective Date [00/00/0000
Effective Date m
Authorized Job |E1622 [EUILDING/GROUNDS SUPERVISOR I
Actual Job
_Underfill | E1622 [EUILDING/GROUNDS SUPERVISOR I
Reset |

Working Title [SUPERYISOR

Agency [100 - Dept Administration Srec [~
Division |[DF Ch
Low Org [1111 Dist 0001 County |Salt Lake [~

Work Location |Capital

Position Schedule |B - Cormpetitive Career Service [+ Shift [Day Shift [~

™ Required Response Time ¥ On Call / Standby [ Travel Required

The Position Analysis must have
these boxes checked before the

user can add comments in the
requisition.
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Requisition Information Tab 4

This tab shows the owner of the requisition and the date the requisition was
created. The user may enter comments to document the recruitment process.

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Req Info 5 Tasksl KS.-'l'-.Ell Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

Owner PEECRE Date 03/158/03

Comments

Fosition can be filled before the closing date.

The information in this Comments box is not on the job description and will not be
sent to the web site for applicants to view.
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DRAFT - Requisition Analysis
Tasks

How do | Review Tasks?

Tasks flow from the approved position analysis to the requisition analysis. To
review the tasks, click on the Tasks tab. All the tasks in the Tasks tab appear in
the job announcement on the web.

[ Requisition Analysis [ 78 - FINANCIAL ANALYS™T ™

Feq F'Ianl F'u:usitiu:unl Fieqlnfu:uEl Heqlnanl Feql @ | | Hesultsl .-’-'-.ppliu:antl HireI Eateguriesl

Description

Fesearches and reviews financial records, schedules, reports, andfor problem areas.

Develops andfor interprets fiscal statements and repors.

Feviews fiscal operations to ensure integrity, accuracy and control of data.

Feconciles financial staterments and reports.

Analyzes, summarizes andfor reviews data; reports findings, interprets results andfor makes rec
Manages accounting or budget activities and provides fiscal information.

How Do | Add Individual Tasks?

Start in the Tasks tab. Next, right click and choose Add and then Task. This
brings up the Select Task search window.

k. |Requisition Analysis [ 78 - FINANCIAL ANALY™T T

Fieg F'Ianl F'l:usiticnnl Fieqlnh:uEl Fieqlnf-:uEl Feqgl m I:Il Hesultsl .ﬁ.pplicantl HireI Eateguriesl

Description

Fesearches and reviews financial records, schedules, reports, andfor problem areas.

Develops andfor interprets fiscal statements and repors.

Feviews fiscal operations to ensure integrity, accuracy and control of data.

Feconciles financial statements and reports.

Analyzes, summarizes andfor reviews data; reports findings | interprets results andfor makes rec
Manages accounting or bud et e s fiscal infarmation.

Requizitian
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Enter search criteria and click on Search. Double click the desired task to add it
to the Description field. Click Done to add selected tasks to the requisition
analysis.

K. 'Select Task

Search field Contains (case sensitive) And'd
"Descriptinn [=l|payrall e
Add
Delete |
Task Description Description

Reviews data regarding t sERE i | Reviews data regarding taxes, payroll, mate
Feviews contractors' payroll transmittals an
Reviews and audits payroll edit reports; ider
Distributes payroll checks and related data.
Processes payroll actions in a state agency

|+

Task Description

Feviews data regarding taxes, payroll, material assets, net worth, capital stock,
surplus, income, expenditures and liabilities.

I

@ EanCE| |
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Tasks

How Do | Add Tasks Associated with a Position or Requisition?
Start in the Tasks tab. Next, right click and choose Add and then Position or

Requisition. This will bring up the Select Position or Select Requisition search
window.

k. |Requisition Analysis [ 78 - FINANCIAL ANALYST 111

Fieg F'Ianl F'l:usiticnnl Fieqlnh:uEl Fieqlnf-:uEl Fieq INg P | Hesultsl .ﬁ.pplicantl HireI Eateguriesl

Description

Fesearches and reviews financial records, schedules, reports, andfor problem areas.

Develops andfor interprets fiscal statements and repors.

Feviews fiscal operations to ensure integrity, accuracy and control of data.

Feconciles financial statements and reports.

Analyzes, summarizes andfor reviews data; reports findings | interprets results andfor makes rec
Manages accounting or budget activitiesaed orovides fiscal information.

[Melete

Paosition
R equizition

Since the position and requisition searches work the same, only the position
search is discussed in this manual. Enter search criteria and click on Search.
Highlight the desired position and then click on Done. This adds all Tasks from
this position to the requisition analysis.

K. select Position g
Search field Contains (case sensitive) And/O
[Position 1D =T sl A

Delete |

Position ID Effective Date | Joh Title

CT44 7/21/2003 TRAIMNER ||

853 8/6/2003 FINAMNCIAL ANALY ST ||
T893 TRAINER ||

|

Position ID  T553
Effective Date 5/5/2003
Joh Title FIMANCIAL ANALYST I
Waorking Title ACCOUMTANT Il

[
@ LCancel |
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How Do | Delete Tasks?

Start in the Tasks tab. Select a task and right click. Choose Delete.

k. 'Requisition Analysis [ 78 - FINANCIAL ANALYST II ]

Req F'Ianl F'u:usitiu:unl Reqlnfo 2 | Req Info 3 | Reqgl W Y | Results | Applicant | HireI Eateguriesl

Description

Fesearches and reviews financial records, schedules, reports, and/or problem areas.

Develops andfor interprets fiscal statements and reports.

Feviews fiscal operations to ensure integrity, accuracy and control of data.

Feconciles financial statements and reports.

Analyvzes, summarizes andfor reviews data; reports findings, interprets results andfor makes rec
Manages accounting or budget activitie: == fiscal infarmation.

T —

How Do | Reorder Tasks?

Start in the Tasks tab. Select a task you want to move. Click on it and drag it to
the desired location.

k. |Requisition Analysis [ 78 - FINANCIAL ANALYST II ]

Feq F'Ianl F'u:usitiu:unl Feq Info 2| Feglnfo 3| Reglnfod Tasks | KS.-’-‘-.EI' Hesultsl .-’-'-.ppliu:antl HireI Eateguriesl

Description

|:> Fesearches and reviews financial records, schedules, reports, andfor problem areas.
Develops andfor interprets fiscal statements and repors.

Feviews fiscal operations to ensure integrity, accuracy and control of data.
Feconciles financial statements and reports.

Analyzes, summarizes andfor reviews data; reports findings, interprets results andfor makes rec
Manages accounting or budget activities and provides fiscal information.

k. 'Requisition Analysis [ 78 - FINANCIAL ANALYST II ]
Req F'Ianl F'u:-sitiu:unl Req Info 2| Feqlnfo3 | Reglnfod Tasks | F5a0 | Hesultsl .-'f-.ppli-:antl HireI Eategnriesl

Description

hManages accounting or budget activities and provides fiscal information.
Fesearches and reviews financial records, schedules, reports, andfor problem areas.

Develops andfor interprets fiscal statements and reports.

Feviews fiscal operations to ensure integrity, accuracy and control of data.

Reconciles financial statements and reports.

Analyzes, summatizes andfor reviews data; reports findings, interprets results andfor makes rec
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KSAOs (Knowledges, Skills, Abilities, Other Qualifications)
Click on the KSAO tab to view the KSAOs for the position. The KSAOs and their

designation as required or desired flow from the approved position analysis to the
requisition analysis.

k. 'Requisition Analysis [ 189 - TRAINER II ]

Mo deliver presentations or training using ac

Mo 1 ] develop curriculum, learning ohjectives,

1 | 3
Req’d

The KSAO required or desired designation can be changed by clicking in the
corresponding Req’d box and choosing either Yes or No from the dropdown. If a
KSAO is required, an applicant must possess this KSAO to be qualified for the
position.

k. \Requisition Analysis [ 189 - TRAINER II ]

instructional methods and technigues j
1 o deliver presentations or training using ac
1 ] develop curriculum, learning objectives,

=
| 3
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Weight

To assign a weight to a desired KSAQ’s, put the cursor in the corresponding
Weight field and type the desired number. The higher the number, the more
important the KSAO is. Required KSAOs will be assigned a weight one point
higher than the highest weighted desired KSAO.

Example: If the highest weighted desired KSAO is five, then the required
KSAOs will automatically be weighted as six. (This happens behind the scenes.
You will not see the 6 in the KSAO tab.) This weight will be multiplied by the
level rating later. Please see Levels for more information.

k. \Requisition Analysis [ 189 - TRAINER II ]

Feq Plan | Pozitiop

Req'd R0 Descriptor| Type Description =
fes 58 instructional methods and technigues

Mo ] deliver presentations or training using ac
Mo ] develop curriculum, learning objectives,

1| | 5

KSAO Descriptor

The KSAO Descriptor helps identify the KSAO on reports. Type a short
description of the selected KSAO.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl Pozition f|:|3| Heqlnf04| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl
Req'd ight KSAQ Descriptor| Ype Description =
Yes K instructional methods and technigques
Training Exp.
Mo o develop curriculum, learning objectives,
1 | 3
Type

The Type field shows whether the KSAO is a knowledge, skill, ability, or other
qualification. Licenses show as “L” and certificates show as “C”.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usiti-:unl Heqlnfu:uEl Req Info Infu:u4| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |Weight KSAOQ Descripgor Type Rescription

fes 58 in@tructional methods and technigues
Training Exp.

Mo 3 ] velop curriculum, learning objectives,

-

1 | 3
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Description

This is the description of the KSAO from the position analysis. To view the entire
description use the scroll bar or right click and choose Description. This will open
a small window with the whole KSA Description visible.

k. 'Requisition Analysis [ 189 - TRAINER II ]
Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasks KSAO |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

Req'd |Weight KSAO Descriptor| T E|Descriptiun =
fes K ' ethods and technigues

Mo 3 ] ey 90 ¢ learning objectives,
1 | 3 =

K Kksa Description

deliver presentations or training using =
acceptable methods and technigues

How Do | Add an Individual KSAO?

In the KSAO tab, right click on the list of KSAOs. Choose Add. This will provide
a variety of choices. Choose KSA. This will bring up the Select KSA search
window.

k. 'Requisition Analysis [ 189 - TRAINER II ]
Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

Req'd |Weight KSAO Descriptor| Type |Description =
fes Technigues K instruct
- [ b v
Mo JCurriculum Dev. |5 deve
Al | Description Licence
. . E ducation
Re-::ru.lter Questmn.fState.men.t. . . Other Quals/Regs
Describe your experience in training employees. What topics did you tr
hich companies/arganizations? Job
Position
Requizition
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Enter search criteria and click on Search. KSAs matching the criteria appear in
the Short Title field on the left. Select a KSAO to view its full description in the
lower part of the window. To add the KSA, double click on it to move it to the
Short Title field on the right. KSAs added to the Short Title field can be added to
the requisition analysis by clicking Done.

K. select Ksa x|
Search field Contains (case sensitive] And/Or Search I
[Title =] fpayron [ -] —

Delete |

Short Title
payroll
computer, payroll syste

Short Title
payroll

\ software

Double click the choice on the left, to add it to the
list on the right. KSAs on the right will be added to
the requisition when you click on Done.

K T SA
Ipaj,-'n:ull
Description

|paj,rr|:|II processes and procedures

|

@ EanCEI |
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How Do | Add a Certificate, License, Education, or Other Quals/Reqs?

Right click anywhere in the list of KSAOs. Select Add and the type of
qualification to add to the requisition. The appropriate search window will
appear. Since each search window works the same, only the addition of a
Certificate will be demonstrated.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnanl Heqlnfu:|4| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Reqgq'd |Weight KSADQ Descriptor| Type |Description

Yes Technigues b instructional methods and technigues
. (s .
Mo S[Curriculum Deyw. |5 Delets Certificate bives,
Al | Description Licence S
E ducation

Recruiter Question/Statement Other Quals/Regs

Describe your experience in training employees. What and for
hich companiesfarganizations? Job
Position
R equizition

In the search window, enter the search criteria and click on Search. Items
matching the search criteria will appear in the left Description box. Select the
desired item and double click it. It will move to the box on the right. To view the
full description of an item, select it and view the description in the lower portion of
the search window. All selections in the box on the right will be added to the
requisition once you click Done.

K. 'select Certificate

Search field Contains (case sensitive) And/Or Search I
| Description |=|FosT [ |
Add
Delete |
Certificate Description Job requires POST certification; Peace Offic

Job requires POST certification; Peace Offi
hust obtain POST certification within the pr

Cenrtificate Description
lJDh requires POST cerification; Peace Officer Standards Training in Utah.

Done LCancel |
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How Do | Add KSAO’s From Another Job?

Right click anywhere in the list of KSAOs. Select Add and then Job. The Search
For Job window will appear.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req'd |Weight KSAQ Descriptor

Type Description

fes Technigues instructional methods and techniques
Training Exp. = colic st e e aiatiadad 1 1SN Al
Mo 3Curriculurm Dey. KS#_ bjectives,
Delete Certificate =
1 | Dezcription Licence 3
Recruiter Question/Statement Eeleiian
- . . — Other Clualz/Regs -
Describe your experience in training employees. in on and far
hich companies/arganizations? | Job |
Pasition
Requisition

Enter the search criteria and click on Search. A list of jobs meeting the criteria
will appear. Double click on the job that has the KSAOs to be added to the
requisition.

K. Search For Job
Search field Contains (case sensitive) And/Or =earch |
|[Job Title [=l[oFFICE | -
Add
Delete |

Joh ID |Effective Date Title Status

11005 07132003 QOFFICE CLERK | Active

11010 07 A 372003 OFFICE CLERK I

1011 07132003 OFFICE CLERK NI P e

FO0034 OFFICE CLERK | Mew

POO0GS OFFICE CLERK | [ ey

Use UJM Job Analysis to preview the KSAOs that will be copied to the
requisition.
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How Do | Add KSAOs from Another Position?

Right click anywhere in the list of KSAOs. Select Add and then Position. The
Search For Position window will appear.

k. 'Requisition Analysis [ 189 - TRAINER II ]
Req F'Ianl F'u:usitiu:unl Req Info 2| Heqlnfu:uEl Heqlnfu:u4| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |\Weight KSAO Descriptor Type Description

Yes Technigues b instructional methods and technigues

Mo 3Curriculurm Dey. K34 objectives,
Delete Certificate -

1] | Dezcription Licence 3|

Education
Other Qualz/Regs

Recruiter Question/Statement

Describe your experience in training employees.
hich companies/organizations? Jab
Pozition |

Hin on and for

R equisition

Enter the search criteria and click Search. A list of positions meeting the criteria
will appear. Double click on the position that contains the KSAOs to be added to

the requisition.

K. 'Search For Position

Search field Contains (case sensitive) And/Or =earch I
|[Fosition ID = | -
Add
Delete |
Position ID |Effective Date Status Actual Joh Title Authorized
B/R/2003 FIMARCIAL ANALY ST I FIRARCIAL
Ta93 5/13/2003 Artive TRAIMER |l TRAINER |l
CT44 712172003 Ended TRAINER |l TRAINER |l

Use UJM Position Analysis to preview the KSAOs that will be copied to the
requisition.
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How Do | Add KSAOs from Another Requisition?

Right click anywhere in the list of KSAOs. Select Add and then Requisition. The
Search For Requisition window will appear.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Req Info 3| Heqlnfu:u4| Tasks KSAD |F|esu|ts| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd \Weight KSAO Descriptor Type Description

e Technigues b instructional methods and technigues

Mo 3|Curriculum Dey. K54 biectives,
Delete Certificate -

1] | Dezcription Licence _>|_I

Recruiter Question/Statement Education

Other Qualz/Regs in on and for

Describe your experience in training employees.
hich companiesforganizations? Job

Position

Requisition

Enter the search criteria and click on Search. A list of requisitions meeting the
criteria will appear. Double click on the requisition that contains the KSAOs to be
added to the requisition.

ﬂ- Search For Requistion

Search field Contains [case sensitive) And/Or =earch |

[[.Job Title [-][ELECTRONIC | -

Add

Delete |
Req # Open Date End Date |Status Joh Title
7B 00/000000 00000000  Mew ELECTREONIC TECHMICAL SPECIALIST
158 (00000000 00000000  (MWew ELECTROMIC TECHMICAL SPECIALIST |

140 097042003 02042004 |Open ELECTRONIC TECHMICAL SPECIALIST |
185 |[10/22/2003 |04/22/2004 |Open ELECTRONIC TECHMICAL SPECIALIST |

8o 05/252003 084252003 |Feviewing |[ELECTRONIC TECHMICAL SPECIALIST |
1 05/252003 08272003 |Feviewing  [ELECTRONIC TECHMICAL SPECIALIST |
138 |09/042005 09042003 |Heviewing  |[ELECTREONIC TECHMICAL SPECIALIST |
11 05192003 085252003 |Closed ELECTEONIC TECHNICAL SPECIALIST |
74 08/26/2003 |08A27/2003  |Closed ELECTEONIC TECHNICAL SPECIALIST |
118 |08/272005 082972003 |Closed ELECTEONIC TECHNICAL SPECIALIST |
] 05/25/2003 08462003 |Canceled  |ELECTRONIC TECHMICAL SPECIALIST |

a | |
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How Do | Delete a KSAO?

Select the KSAO to be deleted. Right click on it and choose Delete.

k. 'Requisition Analysis [ 189 - TRAINER II ]

Reqg F'Ianl F'u:usitiu:unl Req Info 2| Heqlnfu:uSl Heqlnf04| Tasks KSAO |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

Req'd |Weight KSAD Descriptor| Type |Description |
Mo 1 58 agency andfor arganizational programis
Mo 1 K testing and/or examination methodalogi
4] | Delete

Recruiter Question/Statement Description

A prompt will appear to ask you if you really want to delete the KSAO.

Delete KSAD?

@ Are pou sure you want to delete thiz KSAD7?

e | Mo I

Click Yes and the KSAO will be deleted.
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How Do | Create a Recruiter Question/Statement?

First select a KSAO. Next, type a related question or statement in the Recruiter
Question/Statement box. If you want this question or statement to be part of the
online application, check the Question on the Web box.

k. \Requisition Analysis [ 189 - TRAINER II ]

Reqg F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasks KSAO |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |Weight KSAOQ Descriptor| Type |Description
e Technigues b instructional methods and technigues

Mo 3Curriculum Dev. |5 develop curriculum, learning objectives,

\ 1| | ~l
Recruiter Question/Statement

Describe your experience in training employees. What topics did you train on and far
hich companiesforganizations?

Levels

Question On Web [¥] Bevel On Web [_]| Spt Doc On Web [_|

Continue to select KSAOs until each KSAO listed has a Recruiter Question or
Statement.

You have many options for questions or statements.
EXAMPLE(S):

Yes or no question:

Do you have a CDL license?

Can you lift 50 Ibs.?

Do you have a license in social work?

Do you have a Bachelors degree in Education?

Describe your experience or education:

Describe your level of experience in web programming.

Describe your level of education.

Describe your level of work experience in interpreting and applying
employment laws.

How many years have you been working in criminal justice administration?

List programs or equipment you know or are able to use:
Please list the office equipment you are able to use.
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Please list the employment laws you are familiar with.
Please list the programming languages you have used.

If you are going to use acronyms in questions or statements, use periods or
spaces between letters such as H.R.I.S or H R | S. This will allow reader
software, used by visually impaired users, to read the acronym.

How Do Applicants Submit a Resume?

You may request a resume from applicants in two different ways. Either way,
you must begin in the KSAO tab.

Requesting a Resume — Attached to a KSAO
Select a KSAO you want the resume to be attached to.

Example: Perhaps you want to evaluate the applicant’s skill in testing
methodology by reviewing their resume. First, select the correct KSAO. Next,
enter a recruiter statement requesting that the applicant either type or cut and
paste a resume in the supporting documentation box. Make sure the Spt Doc On
Web box is checked so a text box for the resume will be provided on the web.
Also add a Level to rate the skill based on the attached resume.

k. 'Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

Req'd |Weight KSAOQ Descriptor| Type Description |
Mo 1 bt communicate information and ideas cle:
Mo agency andfor organizational programis]

testing and/or examination methodologi

Recruiter Question/Statement

Flease type or cut and paste your resume below.

Levels Question On Weh |Z| Level On Web ] Spt Doc On Web |Z|
Type Level

Rating | Typ

o P SEMIOR LEYEL

3 P WORKING LEVEL

1 P ENTRY LEYEL

o P NOME Additional

Preferences

Pre
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Requesting a Resume — Not Attached to a KSAO

If you want to evaluate more than one skill with the applicant’s resume, you may
also have the applicant provide a resume that is not attached to an individual
KSAO. First, add a KSA called resume. Search for a KSA called resume and
add it to the requisition. (See How Do | Add an Individual KSAO? for more
information.) This will add a blank KSAO to the list. Select the blank KSAO and
add the KSAO Descriptor “Resume”. Next, enter a recruiter statement
requesting that the applicant type or cut and paste a resume in the supporting
documentation box. Make sure the Spt Doc On Web box is checked so a text
box for the resume will be provided on the web.

k. 'Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasks KSAO |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

Reqgq'd Weight KSADQ Descriptor| Type Description -l
Mo 1 58 agency and/or organizational program(s’

1 |F.!E:5: urme o

1]
Recruiter Question/Statement

Flease type or cut and paste your resume below,

Levels Question On Web [¥] Level On Web [ Spt Doc On Web [
T

Rating | Type Level
o P |SEMIOR LEVEL
3 P MORKIMG LEVEL
1 P |ENTRY LEVEL
0 P NONE Acdefitionsl
Preferences
Fre
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Levels

Levels must be added in order to rate the applicant on the selected KSAO. First,
select a KSAO with a question. Then right click in the Levels box and choose
Select Group. This will bring up the Select Level Group search window. Select
levels appropriate to the selected question/statement.

k. 'Requisition Analysis [ 189 - TRAINER II ]
Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasks KSAO |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

Req'd Weight KSAOQ Descriptor| Type Description =
fes Technigues 58 instructional methods and technigues

Mo JCurriculum Dev. |5 develop curriculum, learning ohjectives,
1 | 3 =

Recruiter Question/Statement
Describe your experience in training employees. What topics did you train on and for
hich companies/organizations?

Question On Web [¥] Level On Web [ | Spt Doc On Web [ |
T:-,rpe|LeueI

Select Group

[elete Fraum
Additional

Preferences
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Selecting a group under Public Group Name will display the levels and ratings for
that group. Selecting a level will display the definition of that level at the bottom
of the window. When the group of desired levels is found, select it and click OK.

K Select Level Group

Public Group Name

EXFERIEMNCEA<MOWYLEDGE LEWEL
EXPERIENCEMAMNOWLEDGE LEVEL-SLUPERYISORY

IT LEVELS

=
| | 5

|Rating Level

3 WWORKING LEVEL
1 ENTREY LEWEL
1 MNOMNE

Requires specialized knowledge and a high skill level, with demanstrated wark expetience,
in perfarming a variety of specialized andf/or complex tasks.

Here is a description of the selected level,

SENIOR LEVEL. Click each level to see

its definition. Ok Cancel

Continue to select KSAOs and use this process until each KSAO has a level.

Below are examples of how levels can be used with questions.
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EXAMPLE(S):

Do you have a CDL license?
Rating Level: Yes/No

Describe your level of experience in web programming.
Rating Level: None/Beginner/Intermediate/Advanced

Describe your level of education.
Rating Level: None/High School or GED/Bachelors/Masters/PhD

Describe your level of work experience in interpreting and applying
employment laws.
Rating Level: None/Entry/Working/Senior

How many years have you been working in criminal justice
administration?

Rating Level: No experience/Less than 6 months experience/6-11
months experience/12-23 months experience/24 or more months
experience

You can ask the applicant to rate herself/himself or you can use the levels to rate
the applicant behind the scenes. In addition to targeted questions and applicant
rating, you can also ask the applicant to supply supporting documentation
demonstrating his/her knowledge, skill, or ability and/or supporting his/her self-
rating. You can also ask the applicant to submit a resume if you prefer to
evaluate and rate the applicant’s qualifications based on a resume rather than
application questions. See How do Applicants Submit a Resume?.

How Do | Add New Level Groups?
Email UJM Support to request a group of levels to be added. Find UJM Support
in GroupWise or enter UJM_Support@utah.gov. Provide the desired levels,

corresponding ratings, and a name for the level group. The system administrator
will contact you when it is complete.
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What is a Rating?

The level’s rating is the number of points the system will use to multiply by the
weight of the KSAO. The result of the multiplication is the number of points the
applicant receives for that item.

Example: The highlighted KSAO in the graphic below (with the descriptor
“Training Exp.”) has a weight of 5. Let’s say an applicant’s level of skill in this
area is SENIOR LEVEL which had a rating of 5. The system will multiply the
Weight by the Rating and give the applicant 25 points (5 X 5 = 25) for this KSAO.

k. 'Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasks KSAO |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |\Weight KSADQ Descriptor Type Description

fes Technigues 58 instructional methods and technigues
Mo 3 iculum Dev. |5 develop curriculum, learning ohjectives,
1 | 3

Recruiter Question/Statem

Describe your experience in traini mployees. What topics did you train on and for
hich companiesforganizations?

If the weight is 5 and the Rating is 5, the applicant
gets 25 points for this KSAO. (5X5 = 25)

Question
Rating
o SEMIOR LEVEL
3 WORKING LEVEL
1 ENTRY LEVEL
] P INONE Additional
Preferences
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What is Level on the Web?
If you would like the applicant to rate themselves on this KSAO, make sure the

Level On Web box is checked. If the Level on the Web box is checked, a level
group must be added.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uSl Heqlnf04| Tasks KSAD |F|esu|ts| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |[Weight KSAO Descriptor| Type Description

fes Technigues 58 instructional methods and technigues
Mo 3Curriculum Dev. |5 develop curriculum, learning ohjectives,
1 | 3

Recruiter Question/Statement

Describe your experience in training employees. What topics did you train on and for
hich companies/organizations?

Levels Question On Web [ Level On Web [¥] $bt Doc On Web ||
Rating | Type Level

5 P |SEMIOR LEWEL

3 P WORKING LEVEL

1 F |[ENTREY LEVEL

0 P |NOME & clclitional

Preferences
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KSAO

What is Spt Doc On Web?
This stands for Supporting Documentation on the Web. Check this box if a text

box on the web application is necessary so applicants can supply you with
information.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |Weight KSAOQ Descriptor| Type Description

fes Technigues 58 instructional methods and technigues
Mo 3Curriculum Dev. |5 develop curriculum, learning objectives,
1 | 3

Recruiter Question/Statement

Describe your experience in training employees. What topics did you train on and for
hich companiesforganizations?

Levels Question On Web [¥] Level On Web [{| Spt Doc On Web [

Rating | Type Level

o P SEMIOR LEYEL

3 P WORKING LEVEL

1 P ENTRY LEYEL

0 P INOME Additional
Preferences
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Requisition Analysis
KSAO

How Do | Add Additional Preferences?

To add Additional Preferences, click on the Additional Preferences button.

k. \Requisition Analysis [ 189 - TRAINER II ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasks KSAD |F|esu|t$| .ﬁ.pplicantl Hirel Eateguriesl

-

Req'd |Weight KSAOQ Descriptor| Type Description

fes Technigues 58 instructional methods and technigues
Mo 3Curriculum Dev. |5 develop curriculum, learning objectives,
1 | 3

Recruiter Question/Statement

Describe your experience in training employees. What topics did you train on and for
hich companiesforganizations?

Levels Question On Weh |Z| Level On Weh |Z| Spt Doc On Weh |Z|
Rating | Type Level

g P |SEMNIOR LEWEL

3 P [WORKING LEVEL

1 F |[ENTRY LEVEL

0 P [NOME Additional

Preferences

The following message will appear if no preferences have been added:

New Preferences?

There curently are no additional preferences far thiz reguizsition.
Ywhould pou ke to add additional preferences?

Yes Mo
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KSAO

If you want to add additional preferences, click Yes. Clicking Yes, takes you to
the Additional Preferences window. Type the additional preferences. When
finished, click Done. This will flow to the job announcement posted on the web.
If no additional preferences are necessary, click No to return to the KSAO tab.

K. ' additional Preferences

Preference may be given for candidates with experience training Unlawful Harassment =
Prevention|

=
| | 3

Daone | Cancel |
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Online Previews

How Do | Preview the Online Job Ahnouncement?

Recruiters and hiring managers can preview online job announcements by going

to www.statejobs.utah.gov/jaPreview.{sp.

Enter the requisition number and click on Preview.

3 Job Announcement Preview - Microsoft Internet Explorer

File Edit ‘iew Favortes Toolz  Help

2 Back = = - @ ﬁ- | @Search (3] Favorites @Media @ | %* é - @ @

Address @ http: A v, stabejobs. utab govdjaPreview jzp

Req number:; |E1 7| ‘@ iewr Application Preview

The following page is an example of an online job announcement.
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Online Previews

Sample Online Job Announcement:

Job Announcement

TRAINER I
Salary Range Step 45 ($ 15.37) to Step 60 ($ 23.09)
Number of openings 1
Application Period 10/31/2003 - 11/4/2003
Agency Dept Administrative Srvc
Location State Office Bldg. Salt Lake City
Benefits Yes.
Part/Full Time Full Time

Job characteristics

This is a working level job where incumbents will provide training for a division/bureau, agency program, or function by delivering
training, facilitating group processes, identifying individual and organizational training needs, or designing and implementing learning
objectives and curriculum. Incumbents may participate in managing a center for hunter education, managing public shooting ranges and
surrounding wildlife conservation areas, developing and implementing training lesson plans, policies, and procedures; monitoring
contracts and managing center records, providing reports, and accounting for money. May also participate in coordinating long-term
career development for an "Engineer-In-Training" through the coordination of work assignments.

Tasks

Delivers presentations, stand up training, or instruction to staff, management, clients, or the general public. Designs and/or prepares
training/instructional materials, teaching aids and devices. Maintains and/or creates files or record keeping systems. Sorts, labels, files
and retrieves documents, or other materials. Acts as a resource to provide information or determine the most effective way of meeting
the needs of management, staff, clients or customers. Conducts training needs assessments and recommends training programs.

Job Requirements

Knowledge of or Skills/Ability to instructional methods and techniques; deliver presentations or training using acceptable methods and
techniques; develop curriculum, learning objectives, and/or course materials.

Additional Preference Preference may be given for candidates with experience training Unlawful Harassment Prevention.
Physical Requirements 1

Working Conditions Office Setting

On-call

Travel

Safety Sensitive [ None ]

Probationary Period 12 months

Contact King Arthur

(801) 999-9999
kinga@camelot.com
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Also, preview the online application by clicking on the View Application Preview
link.

3 Job Announcement Preview - Microsoft Internet Explorer

File Edit ‘iew Favartes Toolz  Help
= Back - = - I@ o | @Search (G Favoarites @Media @ | %v =N | (H)

&ddress ;El http: & Aanenar, statejobs utah, govdjaPreview. j5p

iew Application Preview

How Do | Preview an Online Application?

Req number; |E1 2| Frewview

Recruiters and hiring managers can preview online applications by going to
www.statejobs.utah.gov/jaPreview.jsp.

Enter the requisition number and click on Preview.

3 Utah Job Match - Microsoft Internet Explorer
File Edt “iew Favortes Toolz  Help

= Back + = - @ i | @Search (3] Favoarites @Media @ | %v = 0 @

Address @ hittp: /v, statejobs. ukah, govd appPreview. jsp

Feq number: |212 Frewiew Yiew Job Announcement Preview

The following page is an example of an online application.

53


http://www.statejobs.utah.gov/jaPreview.jsp

Requisition Analysis
Online Previews

Sample Online Application:

TRAINER 1l

Salary Range Step 45 ($ 15.37) to Step 60 ($ 23.09)
Opens: 10/28/2003  Closes: 10/31/2003

Recruiter:
King Arthur
301y 292-9393
kinga@@carmelot.com

Flease respond to the following statements or questions using the options provided. You are also
encouraged to provide additional supporting documentation, when requested, in the space provided.

Describe techniques used to train adults, What is your level of experience?

2410 35 months of experience j
Supporting Documentation - type or “cut and paste” your response. Th|S |S the Recru|ter QueStlon/Statement
I have used adult training technigques

method iz my favorite. PRing a bell and they do whatever you want.

[ |

Describe your experience in training employees. What topics did you train on and for which
companies/organizations?

WORKING LEVEL = .
Supporting Documentation - type or "o The drop downs Contaln the

I trained Unlawful Hf recruiter’'s chosen levels. systems, and |
Morkplace VWiclence P Fation=s including
leawemealone. com, Lawsuits R Us, and, the Self-Help Company.

What types of curriculum have you developed? Give an example of learning ohjectives for
one of your curriculums helow.
Supporting Documentation - type or “out and paste” your response.

Please type or cut and p These are text boxes created by checking the Spt Doc on Web.

Supporting Documentation - Type o

Hickey MNouse =
1 Main Street

Magic Eingdomw, CL 99512
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Requisition Analysis
Online Previews

Also, preview the online job announcement by clicking on the View Job
Announcement Preview link.

2} Utah Job Match - Microsoft Internet Explorer
File Edit ‘“iew Fawvortes Toolz  Help

= Back ~ = - () il | ‘D Search [ Favortes 2 Media ®| Eat =N | v (]

&ddress

@ hittp: A, gt atejobs. utah. govdappPreview jzp

Reqg number; |212 Fresdew

ey Job Announcement Preview
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Requisition Analysis

Results

How Do | Add Results From An Exam?

To add exam results to the requisition analysis click on the Results Tab. Right
click on the Exam Description area and select Add and New.

‘.L Requisition Analysis [ 177 - ]

Req F'Ian| F'nsitinn' HeqlnfnZl Reqlnfo 3

Heqlnfn4| Tasks

Exam Description Applicant Name |E:-:am Results
[Elete Requisition
Edt
Merge With
Type in the Exam Description and click OK.
k. Requisition Analysis [ 175 - DFFICE CLERK |0 x|

Exam Description

Applicant N

ﬂ, Test Description

Bping Test
{

0K

Cance||
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The title will populate under the Exam Description.

Requisition Analysis

Results

ﬁ, Requisition Analysis [ 175 - DFFICE CLERKI |

Req Plan | Puasition | Reqlnfo 2 | Reqlnfo 3

=I0jx

Exam Description
Typing Test

Applicant Name

Exam Results

An exam may also be added from an existing requisition. To add an existing
exam to the current requisition analysis click on the Results Tab. Right click on
the Exam Description area and select Add and Requisition.

Req F'Ianl F'nsitinnl Req Info 2| Reqlnfo 3

ﬁ, Requisition Analysis [ 175 - OFFICE CLERK IT |

o [

Req lnfo 4| Tasksl k540 Fesuls |ﬂ|:||:||icant| Hirel Eategnriesl

Exam Description

Applicant Name

Exam Results

Delete
Edit
IMerge With

Requisition
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To add an existing exam, search by Requisition ID, Authorized Job ID,
Authorized Job Title, Last Name or First Name. Click Search and double click on
the criteria to bring up the Exam Description box.

Hequisition Selection EI
Search field Contains (case sensitive) And/Or search
Feg ID - -

| | L
Authnrized Job IF] Delete

J Authorized Job Title —_—
Last Mame le \Last Name First Name

|First Mame

Copy individuals from the existing requisition to the new requisition by selecting
the name and clicking the right arrow or double clicking on the name. Click OK.
To remove individuals from the requisition, select the name and click the left-
arrow key or double click on the name. Click OK.

Exam Description

Hame Results Hame Results
EREOYYM, JAMES EREOYN, JAMES

EROWN, JAMES 75 - |

DOG, SMNOOPY 45

H&W RS, HOLLY B35

YWWOOD, HOLLY (] o |

2 Cancel
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To delete the Exam Description, highlight the Exam Description and right click on
it. Click Delete. Applicants added to the Results tab cannot be deleted.

ﬂ.. Requisition Analysis [ 212 - TRAINER IT ]

Req F'Ianl F'u:usitiu:unl Heqlnh:uEl Feq Info 3| Heqlnfu:u4| Tasksl F5a0  Results |.-’-'-.|:||:|Ii|:ant| Hirel Eateguriesl

|

#dd

Delete

Edit

|Exam Description

Merge With

Applicant Name

Exam Results

, pUCK, DONALD

LINTSTOME, FRED

Shost, Casper

SHOST, CASPER

Deleted Exam Description

k. 'Requisition Analysis [ 212 - TRAINER IT ]

AOLISE, MICKEY

MOLISE, MINMIE

FUBELE, BARMEY

a

Req F'Ianl F'u:usitiu:unl Heqlnh:uEl Req Info 3| Fleqlnfu:udl Tasksl k.5A0 H.ESU“S |.-’-'-.|:||:|Ii|:ant| Hirel Eateguriesl

=10/~

Exam Description

Applicant Name

Exam Results

DUCK, DONALD

FLINTSTOME, FRED

Shost, Casper

GHOST, CASPER

MOUSE, MICKEY

MOUSE, MINNIE

RUBEBLE, BARMEY

Jdl

59



Requisition Analysis
Results

To Edit the Exam Description, highlight the Exam Description and right click.
Click Edit.

ﬁ.. Requisition Analysis [ 212 - TRAINER 1T ]

-1o0/4

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Req Info 3| Heqlnfu:u4| Tasksl k.Sa0 F-;ES'J“S |.-'1'-.ppli|:ant| Hirel Eateguriesl

Exam Description Applicant Name Exam Results
Al TR, DOMALD

g ITSTOME, FRED
Delete
st, Casper
Merge With | =T, CASPER
o SE, MICKEY
FMOUSE, MINKIE
RUEEBLE, BARMEY

KN — iKY | 2|

Type in the new description in the Test Description box and click OK.

;.. Requisition Analysis [ 217 - |EI|5|

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:|4| Tasksl k5a0  Resuls |.-'1'-.|:||:|Ii|:ant| Hirel Eateguriesl

ﬂ, Test Description

Two Page Essayl
< 2

Exam Description

(0] Cancel |

Updated Exam Description

ﬁ.. Requisition Analysis [ 212 - TRAINER 11 | - |EI|£

Req F'Ianl F'l:usitil:unl Heqlnh:uEl Heqlnh:uSl Heqlnh:u4| Tasksl ESa0  Results |.-’-'-.pp|i|:ant| Hirel Eategnriesl

Exam Description Applicant Name Exam Results
Twio Page Essay DUCL, DOMALD
FLINTSTOME, FRED
Shost, Casper
GHOST, CASPER
MOLUSE, MICKEY
MOLUSE, MINMIE
FUEBBLE, BARMEY

K ol I i
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To Merge Exam Results with another exam, highlight the Exam Description and
right click on it. Click Merge With.

ﬂ. Requisition Analysis [ 217 - OFFICE CLERK IT ]

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Req Info 3| Heqlnfn4| Tasksl k5a0 Resuls |.-'1'-.|:||:|Ii|:ant| Hirel Eateguriesl

Exam Description Applicant Name Exam Results
Twio PEEE Eaaai BROWT, JAMES

Add »

Delete

Edit

Merge ‘With

Select the Test Description to merge with and click Done.

Fe Exam Merge »election

Req P'Ianl F'u:usitiu:unl HeqlnfDEI HeqlnfDSI .. .
Select Description to merge with

Exam Description

Twio Page Essa Test Description
EMh Two Page Essay

1 | H

Done | Cancel |

Note: When the user merges two exams with the exact same name, the two
exams will merge into one. If the user merges exam results with different names,
the results will merge but there will be two different exams.
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To edit individual exam results select the applicant and right click to Edit Results.

_[0] X

Requisition Analysis [ 191 - ]
Req F'Ianl F'nsitin:lnl FieqlnfnZl FieqlnfnSl Req Inf|:|4| Tasksl K540 Results |.ﬂ«pplicant| Hirel Eategnriesl

Exam Description Applicant Name Exam Results
Two Page Essay Beach, Sandy

fdd Group Results

Update the Exam Results and click OK.

ﬁ, Requisition Analysis [ 191 -10] X|

Req F'Ianl F'nsitil:lnl HeqlnfnZl Reqinfo 3| Reqnfo 4| Tasksl ksa0 Resuls |ﬁl'«|:||:||i|::ant| Hirel Eategnriesl

Exam Description Applicant Name Exam Results
Twio Page Essay Beach, Sandy
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Updated Exam Results

ﬁ, Requisition Analysis [ 191 - ]

Req Flan | Pasition | Reqlrfo | Reqlnfa 3

Requisition Analysis
Results

Reqlnfod | Taks | k540 Resuls | Anplcant | Hre | Cateqaries |

Exam Description
T Pg e Essa i

Applicant Name ~ Exam Results

Beach, San
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To add a group of results, highlight the names and right click. To highlight
multiple names use the Control key and click on the name with the mouse or the
arrow buttons. Select Add Group Results. (Must be more than one name).

ﬂ, Requisition Analysis [ 212 - TRAINER 11 ] - |EI|3‘

Req F'IanI F'u:usitionl Heqlnh:uEI FleqlnquI Req Info 4| Tasksl K540 FResults |.-’-‘«p|:uli|:ant| HireI Eateguriesl

|Exam Description

Exam Results

Applicant Name
DL DRALD
FLINTSTOME, FRED

Add Group Resulks |

Edit Results

Type in the Test Results and click OK.

ﬂ, Requisition Analysis | _| |_:

Feg F'Ianl F'u:usitionl Heqlnfu:u2| Fleqlnqul Feq Info 4| Tasksl k540 FResults |.l’-‘~p|:u|iu:ant| Hirel Eateguriesl

|Exam Description

Applicant N Exam Results

by
RLE

ﬂ. Test Results

i .

(]34 Cancel
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Updated Group Results.

ﬂ.. Requisition Analysis [ 212 - TRAINER II ] - |I:I|1I

Req F'IanI F'u:nsitiu:nnl Req Info 2| Req Infao 3| Req Info 4| Tasksl k5ad Resuks |.-'l'l.pplic:anl| HireI Eategoriesl

|Exam Description Applicant HName Exam Results
10MALD 100
NTSTOME, FRED 100
100
100

100
100
100

KN — L | |

To edit group Exam Results, select all applicants and right click. Select Add
Group Results.

Requisition Analysis [ 212 - TRAINER II ] - |EI|3<|

Req F'Ianl F'u:usitiu:unl HeqlnfoEl Heqlnanl Fleqlnh:u4| Ta3k3| k540 Fesuls |.-'-‘«|:u|:||i|:ant| Hirel Eategnrie&l
Applicant Name Exam Resulis

Exam Description
) L DORALD 100

E, FRED (100
i 100
100

100
100
100

Edit Resulbs
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A warning appears to inform the user that existing results will be overwritten.
Click Yes to continue or No to cancel.

-lo4

Feg F'Ianl F'u:uSitiu:unl Fleqlnfu:u2| Heqlnqul Heqlnfn4| Tasksl k540 Resuls |.-'1'«pp|i|:ant| Hirel Eategnrie&l

|Exam Description

ﬂ. Requisition Analysis

Applicant Hame Exam Results
O 100
100
100
100
100
100
100

Enter the new Exam Results and click OK.

ﬂ. Requisition Analysis | _|EI|5

Reg F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnanl Heqlnfu:u4| Tasksl kSa0  Results |.-'1'«pp|i|:ant| Hirel Eategnriesl

Exam Description Applicant Name Exam Results
E_ 1L ORrALD 100

100
100
100
100
100

100

]2 Cancel |

]
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Updated group Exam Results

ﬂ.. Requisition Analysis [ 212 - TRAINER II ] - |I:I|i<l

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasksl K540 Results |.~'1'-.ppli|:ant| Hirel Categuriesl

|Exam Description Applicant N Exam Results

P , WIMNIE
FUBELE, BARNEY
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Requisition Analysis

Applicant

How Do | Review Applicants?

Applicants apply for positions through an online application process. Once an
applicant applies, their name is displayed on the applicant tab. The system
automatically rates each applicant against each other based on a point system
that is assigned when the KSAO tab is completed. Nine fields are displayed in
the Applicant tab for banding purposes. These fields are Group, Score, Band,
Rif, Vet, Name, Pref Pts, Revwd By, and Revw Date. All fields will be discussed
in this section, starting with the Rif and Vet fields.

Rif — If the applicant is listed on the Reappointment Register, then a star
will appear in the Rif field next to that applicant’'s name. For example, the
screen shot below shows that Wendy Witch is a Rif.

Vet — The web application indicates Veteran’s Preference by asking the
applicant to select from 6 choices. These choices are:

| am not a veteran

Veteran

Unmarried widow/widower of a veteran

Disabled Veteran

Purple Heart Recipient

Unmarried widow/widower of a disabled veteran.

If the applicant indicates they are a veteran, then a star will appear in the
Vet field next to the applicant’'s name. For example, the screen shot on
the next page shows that Mickey Mouse and Minnie Mouse are Veterans.
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Applicant

Reviewing Applicants

Select the Applicant tab to review the applicants. Highlight the applicant name
and right-click on the name. Select Review to open the Applicant Review window
where the Profile, KSAO, and Pref Pts tabs can be seen.

ﬂ.. Requisition Analysis [ 27 - INSPECTOR II, UDOT ] (Read-Only) - |EI|5|
Req F'Ianl F'u:usiti-:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnf04| Tasksl KS.-'l'-.Ell Rezult ' rel Eateguriesl
Group|Score ([Band [Rif | Vet Name Pref Pts|Revwd By |Revw Date

* Mouse, Mickey
* Mouse, Minnie
Duck, Donald
Flinstone, Fred
Rubble, Barne
Ghost, Casper
Beach, Sandy
Jingle, Joe

* itch, WWendy

(npl (77 | = (OO0 | RO —

e

Click here to review the
Profile tab, KSAO tab, and

Preference Points tab for
each applicant.
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Applicant

Profile

Review the Profile tab for each applicant. This tab provides personal information
about the applicant such as address, phone number, e-mail address, social
security number, veteran status, etc. This information is generated from the
online application process and is entered online by the applicant.

ﬁ Applicant Review [Happy, Mister ] - |EI|E

SAO | Pref Pts |

Mister Happy S5H 4545

Address
333 Evergreen Awvenue

¥ Reviewed

sSLC, UT 8411
Day Phone &801-232-3232 Evening Phone 3501-454-4545
Email mhappyi@valley. com

U.5. Work Eligibility Yes U.5.Citizen Yes State Employee [No
EIN Agency

Vet Preference “eteran

Misdemeanor Conviction [No

Felony Conviction o

< | z | = | = | Close
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Requisition Analysis
Applicant

KSAO

This tab displays information from the online application process. It shows
applicant’s self rating, answers to questions, and supporting documentation. The
recruiter is responsible for reviewing each of these responses and making a final
determination regarding the ratings. Each section of this tab is explained below.

Question — This displays the recruiter’s questions/statements created in the
KSAO tab. If this question appeared on the online application, the applicant’s
self rating and supporting documentation will appear in the appropriate sections
below the question.

ﬂ.. Applicant Review [Smith, Kim ] - |EI|£|
v Reviewed
F'rn:uﬁref Fts |
Question Cluestion 4 of 7 LI

Do you have experience dealing with customers via the telephone?

Applicant Rating — This display field shows the applicant’s self-rating for the
corresponding question. If the recruiter requested that applicant’s provide a self-
rating on the online application, the applicant’s self-rating appears. If the
recruiter did not request the applicant to provide a self-rating, then the Applicant
Rating won'’t appear in the web application and the Applicant Rating will default
to the first level choice. For more information about requesting applicant self-
rating, please see

£ Applicant Review [FLINTSTONE, FRED ]

¥ Reviewed

Question Cluestion 2 of 4 5

Describe your experience in training employees. YWhat topics did you train on
and for which companies/organizations?

Applicant Rating SENIOR LEVEL

Recruiter Rating [F2E1EA0IE
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Applicant

72

Recruiter Rating — This box allows the recruiter/reviewer to rate the
applicant. The reviewer can choose between the level options available
for each question. The Recruiter Rating can be different from the
Applicant Rating and will affect the applicant score. Rating choices can
vary from 2 or more selections. For example, one question may be a Yes
and No question while another can ask an applicant to rate themselves as
Entry Level, Working Level, or Senior Level.

K applicant Review [FLINTSTONE, FRED ]

v Reviewed
F'rnﬁlref Pts |

Question Cuestion 2 of 4 2

Describe your experience in training employees. ‘What topics did you train on
and for which companiesforganizations?

Applicant RBating SEMIOR LEVEL Recruiter Rating J\WORKING LEVE|~

MONE

The recruiter has the ability to change the ENTEY LEVEL

rating based on the review of the WORKING LEWEL

applicant’s supporting documentation or =SENIOR LEVEL
sume.

Recruiter Rating Comments — Recruiter Rating Comments should
explain why the recruiter selected a certain rating. For example, the
recruiter selected WORKING LEVEL below because the applicant did not
have enough experience to be a SENIOR LEVEL.

£ Applicant Review [FLINTSTONE, FRED ]

¥ Reviewed

Profi @h ef Pts |

Question Cluestion 2 of 4 15

Describe your experience in training employees. YWhat topics did you train on
and for which companies/organizations?

Applicant Rating SENIOR LEVEL Recruiter Rating I'JUCIRKING LEWEL

Recruiter Rating Comments
Meeds 5+ years of experience to be senior level |




Requisition Analysis
Applicant

Supporting Doc - If the recruiter requested supporting documentation in
the online application, the information entered by the applicant is shown in
the Supporting Doc section. For example, to answer a question about
customer service, the applicant may enter documentation demonstrating
their customer service experience.

ﬂ.. Applicant Review [Smith, Kim ] - |EI|£|
v Reviewed
F'rn:uﬁref Fts |
Question Cluestion 4 of 7 LI

Do you have experience dealing with customers via the telephone?

Applicant Rating YES Recruiter Rating [YES

Recruiter Rating Comments

Supporting Doc
| was a receptionist for 1 year in college,

Viewing All Questions, Ratings, and Supporting Documentation

Use the scroll bar to view all the questions and answers that were submitted by
the applicant. Each question will have a Recruiter Rating and Recruiter Rating
Comments box. Each question may have an Applicant Rating or Supporting Doc
box depending on how the KSAO Tab was filled out by the recruiter. All
questions must be viewed and rated.
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Applicant
f.. Applicant Review [Smith, Kim ] - | Ellﬂ
[T Reviewed
F"rl:nﬁleref Pts |
Question Question 1 of 11 =

Have you worked in & customer service environment? All applicants will be
required to pass a customer service test.

Applicant Rating YES Recruiter Rating |YEZS

Recruiter Rating Comments

Supporting Doc

This scroll bar allows the
user to move to each
question and rating.

< | < | = | = | Close

Scroll to bottom applicant
Scroll to next applicant The arrows <<, <, >, >> work

the same within each tab
(Profile, KSAO, and Pref Pts).

Scroll to previous applicant
Scroll to top applicant
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Applicant

Preference Points

This tab is optional for the recruiter and is used to identify any position-related
preferences a recruiter may give to an applicant. Perferences should be
identified before posting, so a preference statement is included in the job
announcement. If additional preferences are identifued after the recruitment
posting has closed online, document this information in the Req Info 4 tab and in
the applicants preference points tab.

Once preferences are documented, the recruiter adds preference points to the
applicant by entering the appropriate number of points in the Preference Points
field. All applicants who qualify for a preference must be given the same number
of points. (The exception to this would be Veterans. Please see How Do | Give
Veterans Preference?)

& Applicant Review [FLINTSTONE, FRED ]

Profile | KSA

[T Reviewed

Freferance points given for Bachelor's Degree in Accounting.

Preference Point Comments go here

Preference F'uintsl 10

Enter Preference Points here.
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Reviewed

Once an applicant’s Profile, KSAO, and Pref Pts have been reviewed, click on
the Reviewed box. This will update the information in the Applicant tab with the
applicant’s score and preferance points, the date reviewed and the user ID of the
recruiter who reviewed the applicant.

k. Applicant Review [MDUSE, MICKEY ]

When finished reviewing applicants, click on Close.
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How Do | Give Veterans Preference?

Applicant

When reviewing applicants, check the Vet field and the applicant profile
information to determine if there are any veterans. To give veterans preference,

first determine the number of points needed to move the veteran to the

to the Preference Points tab and enter a comment and
number of points in the Preference Points sections, see Business Practices.
Once complete, check the reviewed box and click the Close button to return to

appropriate band.

the Applicant tab.

ﬂ.. Requisition Analysis [ 27 - INSPECTOR IL, UDOT ] {(Read-Only)

Reg F'Ianl F'u:usitiunl Heqlnanl Reqlnfo 3 Heqlnfu:14| Tasksl KS.-’-‘xEIl HesuItHirel Eateguriesl

=101 x|

Group|Score |Band |Rif | Vet Name Pref Pts|Revwd By Revw Date
1 198 * [Mouse, Mickey 130FEKDS 03/20/2003
2 196 * [Mouse, Minnie 150FEKDS 03/20/2003
3 177 Cuck, Danald 100FEKDS 05/20,/2003
4 166 Flinstone, Fred 101FEKDS 03/20/2003
5 164 Fubble, Barne 93PEKDS 03/20/2003

120PEKDS

Ghost, Casper

7 ] Beach, Sandy /0PEKDS 08/20/2003
7 0 Jingle, Joe BOPEKDS 03/20/2003
7 itch, YWendy 80PEKDS 03/20/2003

Individuals with a star (*) in this field
are veterans. Preference points may

be added to these individuals to move
them up to the next banding category.
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ﬂ.. Requisition Analysis [ 27 - INSPECTOR IL, UDOT ] {(Read-Only)

Req F'Ianl F'u:usitic:nl Heqlnfu:uEl Heqlnfu:uSl Heqlnfu:u4| Tasksl KS.-’-‘-.EI' Rezult

o
=
=]
=

Rif

~

Name

Applicant

= | Categories |

Pref Pts|Rewvd By [Revw Date

Ghost, Casper

1 = Mouse, Mickey . —

2 196 * Mouse, Minnie 180[PEKDS 05202003
3 177 Cuck, Donald 100[PEKDS 03/20/2003
4 166 Flingtone, Fred 101|PEKDS 05202003
5 164 Fubble, Barne S3PEKDS 05/20/2003

7 0 Beach, Sandy /0PEKDS 03/20/2003
7 0 Jingle, Joe BOPEKDS 03/20/2003
7 ] itch, YWendy S0PEKDS 03/20/2003

The Score, Preference Points, Reviewed By, and Reviewed Date are now filled
in for each applicant. Each field is explained below:

Score — Once the Reviewed box is checked in the Applicant Review
window, the program will calculate the Score. Each time preference
points are added or ratings are changed, the Score must be recalculated
to reflect the changes.

Pref Pts — If the reviewer entered Preference Points in the Applicant
Review window, these points will be displayed in the Pref Pts field.

Revwd By — The initials of the recruiter populate this field once the
Reviewed box is checked in each Applicant Review window.

Revw Date — The date each applicant is reviewed populate this field when

the Reviewed box is checked in the Applicant Review window.

Recalculate Scores
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Recalculate applicant scores by right-clicking on any applicant and selecting
Recalculate. All scores will be recalculated. Now the applicants can be banded,
if desired.

=101 %

ﬂ.. Requisition Analysis [ 27 - INSPECTOR II, UDOT ] {Read-Only)

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasksl KS.-'l'-.Ell Hesult Hirel Eateguriesl

Group |Score [Band |Rif Vet Name Pref Pts|Revwd By |Revw Date
1 198 B * Mouse, Mickey 130PEKDS 08/,20/2003
2 196 B * Mouse, Minnie 150PEKDS 08/,20/2003
3 177 WD Cuck, Donald 100/FPEKDS 05/20/2003
4 166 WY Flinstone, Fred 10M|PEKDS 08/,20/2003
5 164 W) Rubble, Barne EIF Hite HPEKDS 08,20/2003
B ] " |Ghost, Casper RIF List I|IPEKDS

7 0 [ Beach, Sandy R evisw FEKDS 03/20/2003
7 0 o] Jingle, Joe Eand p [|PEKDS 08/,20/2003
7 0 Mo | itch, WWendy IPEKDS 08/,20/2003

Hitimg List

Expark l k

Right-click on any applicant,
then click here to Recalculate
all applicant scores.

How Do | Band Applicants?

Before applicants can be banded, it is important to review their applications and
determine a cuttoff point for each banding category. Once it is determined which
band each applicant falls into, then applicants can be banded by right-clicking on
the applicant and selecting Band, then selecting Best Qualified, Well Qualified,
Qualified, Not Qualified, or Below Cuttoff. Keep in mind, however, that the
system has scored each applicant and will make sure the banding is equitable
and consistent.

For example, Casper Ghost has a score of 162 and Fred Flinstone has a
score of 166. You cannot rate Casper Ghost as Well Qualified and Fred
Flinstone as Qualified because Fred has a higher score. Everyone with a
score equal to or above Casper’s must either be in the same category as
Casper or higher.
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Band — The Band field displays the results for each applicant.

BQ stands

for Best Qualified, WQ stands for Well Qualified, Q stands for Qualified,
NQ stands for Not Qualified, and BC stands for Below Cutoff.

ﬂ.. Requisition Analysis [ 27 - INSPECTOR II, UDOT ] {Read-Only)

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasksl KS.-'l'-.Ell Rezult ' irel Eateguriesl

Group |Score [Band |Rif Vet Name Pref Pts|Revwd By |Revw Date
1 198 B * Mouse, Mickey 130PEKDS 03/20/2003
2 196 B * Mouse, Minnie 150PEKDS 03/20/2003
3 177 WY Duck, Donald 100FEKDS 03/20/2003
4 166 WD Flinstone, Fred 101|PEKDS 03/20/2003
5 164 Wy Fubble, Bame Y93 FPEKDS 05/20/2003
B Ghost, Casper RIFE Hire PEKDS
7 0 [ Beach, Sandy RIF Lisk OFEKDS 03/20/2003
7 0 [ Jingle, Joe B eview OFEKDS 03/20/2003
7 0 M| itch, Wendy EI FEKDS 03/20/2003
= Best Qualified
Hiring Lisk el Qualified
Qualified
Pecalculate Mat Oualified
Export Below Cukaff
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How Do | Create a Hiring List?
Hiring List

While in the Applicant tab, create a hiring list by right-clicking on an applicant and
selecting Hiring List. A message will appear reminding you that:
e you must check the reappointment register before proceeding
e 20% of the interview pool must be veterans
¢ All applicants within the selected category and higher will be included in
the hiring list.

Click Yes or No. Clicking Yes will direct the user to the Reppointment Register
(RIF List). Clicking No will direct the user back to the Applicant tab and a hiring
list will not be generated. A hiring list will be generated only when the
Reappointment Register has been reviewed for qualified RIFs and
documentation has been entered. To view the hiring list candidates, go to the
Hire tab. To print a hiring list, see Reports - How Do | Print a Hiring List?

The hiring list can include all or one band of applicants. To generate a hiring list
with Best Qualified candidates, highlight and right-click on a Best Qualified
candidate. To generate a hiring list with Well Qualified candidates and Best
Quallified candidates, highlight and right-click on a Well Qualified candidate and
all Well Qualifieds and Best Qualifieds will show up on the list. If you want all
candidates to appear on the hiring list, then right-click on a candidate in the
lowest category and all banding categories will show up on the hiring list. Non-
Qualified applicants, however, will never show up on the hiring list. The system
is unable to generate a hiring list that excludes the highest banding level and
includes a lower banding level. The highest level of banding will always show up
on the hiring list.
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ﬂ.. Requisition Analysis [ 27 - INSPECTOR II, UDOT ] {Read-Only) - |EI|5|

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl Heqlnfu:uEl Heqlnfu:u4| Tasksl KS.-'l'-.Ell Hesult irel Eateguriesl

Group |Score [Band |Rif Vet Name Pref Pts|Revwd By |Revw Date
1 198 | BO = IMouse, Mickey 130PEKDS  |08/20/2003
2 195 | BO * IMouse, Minnie 150PEKDS  |08/20/2003
3 177 | wa Duck, Donald 10olPEKDS |08/20/2003
4 166 | wa Flinstone, Fred RIFHire PEKDS  |08/20/2003
5

164 | WQ Rubble, Barne RIF List PEKDS  |08/20/2003

b Ghost, Casper Review FEKDS
7 0 ] Beach, Sandy Band F PEKDS 03/20/2003
7 0 ] Jingle, Joe — PEKDS 02,/20/2003
7 0 ME | = itch, Wendy F'EKDS 03/20/2003
Recalculate
Expork

Generate Hiring List? ﬂ

* %ou will be taken to the RIF List and be expected to document wour RIF information

* all applicants of this group and higher banded groups will be included

* In accordance with Ukah State Code 71-10, bwenty percent (20%) of the hiring list {or all of the qualified and
available vets, whichever is greater) forwarded to the hiring official For inkerview must be veterans,

@ You are abouk to generate a hiring list; the Following will occur;

Do wou wank bo conkinue?
< I

Review the reappointment register (RIF List). Determine if any Rifd Employee(s)
are qualified for the position. When done reviewing the register, click Done and a
RIF Check Documentation window will appear.
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ﬂ, Reappointment Register il

Last Schedule B Position
103630 |Witch, WWendy Computer Programmer

104453 | Bear, Yogi Budget & Accounting Supervisar
«| | |

Employee Info |E}{perience| ﬂxcademicsl Ayailability & F!emu:wall

EIN: |103530 Reappt Dt: EEEEIEIS Cancel Dt: EDfDDfDD E-Rif: I:[

Last Name: [itch First Name: [wendy

Last Schedule B Position: |

ﬂgenc}-‘:l Max Step:l

Dhrm Rep: |

Dhrm Rep F"hune:l -

€D)

—

RIF Check Documentation
Document the following information on the RIF Check Documentation window:
Rif Cd

Document results of RIF review by selecting No Qualified, Offered But Not
Accepted, or Qualified:

No Qualified — RIF does not meet the minimum expectations of the
position.

Offered But Not Accepted — RIF meets the minimum qualifications of the
position, an offer was extended, RIF candidate declined.

Qualified — RIF meets the minimum qualifications and must be offered the
position.
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k. RIF Check Documentation x|

Rif Cd |Mo Gualified

Dane Cancel

Rif Check Dt

This field automatically populates once you click the Done button on the RIF List.
This is the date the RIF List was reviewed last.

Rif Check By

This field automatically populates once you click the Done button on the RIF List.
This is the initials of the requisition owner.

Rif Comments

Include comments in the Rif Comments box for documentation purposes. This
box deals with the review of the RIF list as a whole. RIF comments should reflect
the name of any RIFs contacted and their response. If a RIF is qualified, offer
them the job and follow the instructions in the Qualified RIF section of the
Applicant tab. If the job offer is declined, document the reason in the comments
box. You will not be allowed to leave the RIF Check Documentation screen
without entering a comment. If there is more than one RIF, document both Rif
names in comments box and RIF results of both. Click Done.
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K. RIF Check Documentation x|

Rif Cd [Mo Qualified |

Rif Check Dt 11/10/2003 Rif Check By PEKDS

Rif Comments

There are na qualified Rifs for this recruitment.

Done Cancel

Qualified RIF

If a RIF is qualified, then copy the RIF to the requisition by going into the
Reappointment Register (RIF List), selecting the RIF, right-clicking and selecting
copy. Click Done and document comments. The RIF will appear on the list in
the Applicant tab.

ﬂ. Reappointment Register El

Last Schedule B Position
3030 Computer Pragramm
104459 | Bear, Yougi Budget & Accounting 's=p

-
4| | »

Employee Info |E:{perien|:e | Academicsl Availability & Hemwall

EIN: [103630 Reappt Di: EBEEIEIS Cancel Dt EEIIEIEIIEIEI E-Rif: D

Last Hame: ['u“u‘itch First Hame:l'u"u‘endj,f

Last Schedule B Position: |

ﬂgenl:.]r:| Max Step:l

Dhrm Rep:l

Dhrm Rep Phune:l -
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How Do | Hire a RIF Candidate?

In the Applicant tab, highlight the RIF, right-click and select RIF Hire (which will
only be an option if the applicant is a RIF). This will generate a hiring list with the
RIF as the only candidate. To view this list, go to the Hire tab or click on Reports

and select Hiring List.

ﬂ.. Requisition Analysis [ 27 - INSPECTOR II, UDOT ]

=10 %]

Req F'Ianl F'u:usiti-:unl Req Infa 2| Heqlnfu:uEl Heqlnfu4| Tasksl KS.-'l'-.Dl F.E;asults Applicant | Hirel Eateguriesl

M

Wiitch, Wendy

RIF Hire

RIF Lisk
Reniew
Bard

Hirimg Lisk

Recalculate

Expart

FEKDS

Group |Score |[Band |Rif [VetName Pref Pts|Revwd By [Revw Date
1 198 EQ * [Mouse, Mickey 130FEKDS 03,/20/2003
2 196 =]0 * Mouse, Minnie 150 FPEKDS 03,2000
3 177 W Cuck, Donald 100FEKDS 05/20/2003
4 166 W Flinstone, Fred 101|FEKDS 03,/20/2003
5 164 W Rubble, Barney 93FPEKDS 03,/20/2003
3] 162 ] * |Ghost, Casper 120FEKDS 03,/20/2003
7 ] e Beach, Sandy /0FPEKDS 03,/20/2003
7 ] e Jingle, Joe BOFPEKDS 05./20,/2003

What Do | Do if a RIF Declines my Job Offer?

If a RIF declines an offer, is not qualified or there is more than one opening, a

hiring list with the other applicants must be generated. This allows the hiring
official to interview qualified applicants and make a selection.

How Do | Send Mass Letters?

Applicant names and addresses can be exported from UJM Recruitment in order
to send interview, exam, non select, or offer letters. By exporting the names into
a text file, you can use MSWord Mail Merge Wizard to print individual or mass
letters or label.

Exporting Applicant Names & Addresses
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To send go the Applicant tab. Select any of the applicants, right-click and select
export. A Save As window will appear so that you can save the names and
addresses of your applicants into a text file. Select a file in your personal drive or
hard drive to save the text file. Enter a file name in the File Name field and press
the Save button.

Creating and Printing Letters or Labels
Once a text file has been created you can view your list of applicants, create a
letter, merge and print your document. To begin open a new Word document, go

to the Tools on the menu bar and select Letters and Mailings, Mail Merge
Wizard.

3 Document3 - Microsoft Word

File Edit Wiew Insert Format E‘ Table ‘Window Help
N 5] % EI'. “:}' c",'o 39’ Speling and Grammar... F7 = @ == «11:'; m 1 100% - @
Final Showing Markup * Show = | 4 LEmEEEE r .
E@.......l...... Word Count. .. A Sy
: g ' | Letkers and Mailings 9 || Mail Merge Wizard. .. |
_— Tools on the Web. .. Show Mail Merge Toolbar
Customize. .. [=1 Envelopes and Labels. .,
Qptions. .. N Letter Wizard...
¥

A Mail Merge window will open up to the right of your document. Follow Steps 1-
6 of this process. Step 1 requires you to select the document type you will be
working on: letters, e-mail messages, envelopes, labels, or directory.

Step 1: Select document type
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Mail Merge * X

Select document type

What type of document are you
working on?

i® Letters

i E-mnail messages
i Ervelopes

i Labels

i Directory

Letters

Send letkers to a group of people.
You can persnnallze,_,neEtter that
e

each person receiv ey

For this example we will select Letters. Once you've selected your document
type, click next to proceed to Step 2: Starting document.

Step 2: Starting document

Click. Mext ko continue,
Step 1 of 6

g Mexk: Starking docurment

At the starting document window you will need to select a letter. You can select
either the current document you have open, a template document, or an existing
saved document.
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Select starting document

How dio wou wank to sek up wour
letters?

® Use the current document
) Skart from a template

0 Skart From existing document

Use the current document

Start From the document shown
here and use the Mail Merge wizard
ko add recipient information,

Requisition Analysis
Applicant

In this example, we will go ahead and select Use current document. Then, click

next to continue to Step 3: Select recipients

Step 2 of 6

g Mext: Select recipients

4@ Previous: Select document bype

Step 3: Select recipients

At the Select Recipients window, you will select Use an existing list and then click

on then click on Browse.
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4 & Mail Merge - X

Select recipients

i Lse an existing list
i Select From Qutlook contacts

i Type a new lisk

Use an existing list

IUse names and addresses from a
file or a database,

Browse, .,

¢ Edit recipient [ist. ..
it recipient ot

S

k]

gf

This will bring up a search window which will allow you to search for your saved
text file. Double-click on the text file to open it. This will bring up a Mail Merge
Recipients window.

Mail Merge Recipients ed A

Tao sark the lisk, click the appropriate column heading. To narrow dawn the recipients displayed by a
specific criteria, such as by city, click the arrow next to the column heading, Use the check boxes or
buttons to add or remove recipients from the mail merge.

List of recipients:

| = 3. = 1.] =| appucanT | *| AutoMergeField | *| AutoMergeFisldl <
O LIDa K | BRAITHWAITE | 8 HILLSIDE AYE
Marian Capito 974 WEST 1300 SOUTH
RHEA CRAGUM 123 SOME STREET
Jim Dandy 4575 41870
MANCY JOMES 123 MERRY WaY
Cass Cpheikens 123 Morth 123 West
HARRY POTTER
Eric Farkin 123 Happy 'WAY
SHE. .. SARACING 12345 WALLEY YIEW o
frank, skein 19554 w 151n
FRAMK M STEIM 123 W Some Road
|F|I SRy Sunshine I Qi FAST CFMTFR STRFFT f
L | »

Select Al | Clear all | Refresh |
Bnd.. | Ede.. | velidate |

At this window you can select which applicants to send letters to using the check
box at the left hand side of the window. Once you are done reviewing and
sorting this list, click OK. Proceed to Step 4: Write your letter.
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Step3of &

gy Mext: Write vour letter

#p Previous; Starting documnent

Step 4: Write your letter

This step will allow you to create the header, greetings, body, and signature line
of your document. Start by clicking on Address block which will bring up an
Insert Address Block. This window allows you to preview and select a recipient
name format. Select the recipient format you desire. You should de-select the
Insert company name box by clicking in it to take the check off. You should leave
the Insert postal address checked. In some cases, you may need to click the
Match Fields box to ensure the mail merge fields match your recipient list fields.

— | @ % Mail Merge * X
2=
Specify address elements Write your letter
[v Insert recipicent's name in this Format: If wou hawe not already done so,
write waur letber now,

Joshua A .
Joshua Randall Ir, Ta add recipient infarmation ta
Joshua . Randall I, wour letter, click a location in the
Mr. Josh Randall Jr, docurment, and then click one of

the items belaw,
FK] Address block, .,
D Greeting line. ..

¢ Electronic postage, ..

Mr, Jash Q. Randall I,
M, Joshua Bandall Ir,

¥ Insert COMpany nanme
¥ Insert postal address:

¥ pever include the country/region in the address
" always include the countryregion in the address I Postal bar _E;ﬁ“ a0
™ only include the countryregion if different than: El mMare item

When you have finid
vour letker, click k-
Can preview ano ...
recipient's lekter,

Preview

rr. Joshua Randall Jr.
Blue Sky Airlines

1 Airport Way

Kitty Hawl, MC 27700

Match Fields, ., | o I Cancel

Next, click on Greeting line to view and select a greeting for you letter.
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T T | Y g =

Write vour letter

If vou have not already done so,
wirite wour letker now,

areeting line Format: To add recipient information ko
— wour letter, click a location in the
= j IMr. Randall j I‘ j document, and then click one of

Greeting line for invalid recipient names: the iterns belaw.

|Dear Sir ar Madam, | [=7 Address black...
Preview D areeting line. ..
+ )
Dear Mr. Randall, = Electronic postage...

Il Pastal bar cade. ..

Match Fields. .. | QK I Zancel B More items

When wou have Finished writing
wour letter, click Mext. Then yvou
can preview and personalize each
recipient's letker,

Click OK once selected. You can use the Tab button to move the greeting line to
the appropriate spot in your letter. When you are finished click next to proceed to
Step 5: Preview your letters

Step 4 of B

g Mext: Preview your letters

#a Previous: Select recipients

Step 5: Preview your letters

At this window you can preview each letter by clicking on the forward >> arrows
and back << arrows to view each recipient’s letter.

<@ % Mail Merge * X

Preview your letters

One of the merged letters is
previewed here, To preview
another letter, click one of the
Fallowing:

Recipient: 1

B, Find a recipient. ..

You can also choose to exclude a recipient or edit the recipient list as well at this
point.
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Make changes

‘fou can also change wour recipient
list:

Edit recipient list. ..

| Exchude this recipient

When you have finished
previewing your letbers, click Mext,
Then vou can prink the merged
letters or edit individual letters ko
add personal comments,

If you are finished previewing your letter click next to go to Step 6: Complete the

merge.

Step 5 of B

g Mexk: Complete the merge

4 Previous; \Write yvour letter

Step 6: Complete the merge

You have the choice of printing your letters or editing individual letters at this
point.

L] Mail Merge * X

Complete the merge

Mail Merge is ready ko produce
wour |etters,

To personalize wour letters, click
"Edit Individual Letters." This will
open a new document wikh your
merged letters, To make changes
ko all the letkers, switch back ko the
ariginal document,

Merge

R Print,..
& Edit individual letters. .,

Selecting Print will bring up the following window.
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Merge to Printer e

Print recards

" Current record
(8 Frorm: I To: I

(04 I Cancel |

You can print all records, the current record (recipient) you have open, or certain
recipients. In most case, you will select All. Then click OK. Your Print window
will come up and you can click OK.
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Hire

Click on the Hire tab. The applicants’ names and Hiring Statuses are listed here.

To print the hiring list, see How Do | Print a Hiring List?.

k. 'Requisition Analysis [ 212 - TRAINER 11 ]

Name Hiring Status Position Job Title

FLINTSTORE, FRED

MOUSE, MICKEY Interview TE93

MOUSE, MINMIE |t i e

DUCK, DOMALD Interdew

RUBELE, BARMEY Interiew 4| |
GHOST, CASPER Interview Hame |Flacement Status
Ghost, Casper RIF

4]

How do | Delete a Hiring List?

1]

Start in the Hire tab. Right click on any applicant on the hiring list. Select Delete
Hiring List. See How do | Create a Hiring List? to create a new hiring list.

[ Requisition Analysis [ 212 - TRAINER. 11 ]

MOLSE, MICKEY
MOLSE, MINNIE

R —
.

Eellpen Feguistion

DUCK, DOMALD L
RUBBLE, BARNEY Eahcgl.Hequlmtlnn
GHOST, CASPER Edit Hiring Status

2l

Shost, Casper FIF

| | -

Placement Status

|
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How do | Cancel a Requisition?

Right click anywhere in Name and Hiring Status fields. Choose Cancel
Requisition. Once a requisition is cancelled, it cannot be reopened.
Documentation explaining why a requisition was cancelled must be entered in
Req Info 4.

k. 'Requisition Analysis [ 212 - TRAINER II ]

Position Joh Title
CE43 TRAIMNER I

MOUSE, MICKEY Delete Hiring List
MOUSE, MINMIE [Elmze B equisticn
DUCK, DONALD g —
RUEBELE, BARMNEY
GHOST, CASPER

Ghost, Casper RIF

| i

Placement Status

1| | I | 2+

How do | Document Interview Results/ Edit the Hiring Status?

Documenting Interview Results

Start in the Hire tab. Document interviews as they are completed by editing the
hiring status of each applicant. Select the applicant’s hiring status to be edited
and right click. Choose Edit Hiring Status. This will bring up the Select Hiring
Status window.

k. Requisition Analysis [ 212 - TRAINER II ]

Position Joh Title
E43 TRAIMER I

FLINTSTOME, FRED b et o
MOUSE, MICKEY Delete Hiring List
MIOUSE MIMKIE [Emze Heguisitian
DUCK, [;IDNALD Fieldper Fleq.u?s.iticun
RUBELE, BARNE :
GHOST, CASFER
Shost, Casper

| ] i

o ] 2
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Select the desired hiring status and then click Done. This process properly
documents the interview results. To further document interview results, add
“Interview” as an exam in the Results tab. See How do | Create a New Exam?.

K. Select Hiring Status

|+

Candidate Withdrew
Compensation Requirements too High
Does Mot Meet Minimum Regquirements

Interview
Mo Show for Interiew
Offer Declined

Other Candidates More Competitive

Foor References
RIF =

Cancel

Editing an Applicant’s Hiring Status

If a RIF that does not have reappointment rights to a position, applies to the
position, recruiters must edit the applicant’s hiring status prior to sending the
hiring list to the hiring manager. Edit the Hiring Status as described in the
Documenting Interview Results section above, but choose the Interview hiring
status.

How do | Hire an Applicant?

To place the applicant selected for hire, click on the Hire tab. First, select a
position to place the person in.

k. |Requisition Analysis [ 212 - TRAINER 11 ]

Name Hiring Status

FLINTSTOMNE, FRED  Interdiew
MOUSE, MICKEY [rite i i

CE43 TRAIMNER I

FMOUSE, MINMIE [t i e
DUCEK, DOMALD Intervie
RUBBLE, BARMEY it i e
GHOST, CASFER [rite i i
(5host, Casper RIF

Hame |Placement Status

1 | D E | I




Requisition Approval

Next, select the applicant to hire. Double click on the selected applicant to move
it to the placement field. Repeat this process until all positions have been
selected and filled.

b Requisition Analysis [ 212 - TRAINER 1I ]

98

Mame

FLINTETONE, FRED

[t e i ey

MOUSE, MICKEY Irit & rvi e

MOUSE, MINMIE Irit e rvieni

DUCK, DOMALD Interview

RUBELE, BARNEY Irit e rvieni | | |
GHOST, CASPER Interview Hame Placement Status
Shost, Casper FIF

|

FLINTSTOMNE, FEED

Accepted Offar

<]




Requisition Analysis
Hire

How do | Hire a RIF?

An applicant brought to the Hire tab through the RIF Hire option appears with a
RIF Hiring Status. If there is more than one position being filled with the
requisition, select the appropriate position to place the RIF in. Nest, select the
RIF applicant and double click on it. The RIF’'s name moves to the Placement
field and show an Accepted Offer Placement Status.

k. 'Requisition Analysis [ 189 - TRAINER II ]
Req Plan | Pozition | Req Info 2 | Req Info 3| Req Info 4| Tasksl KSA0 I Hesultsl &pplicant  Hire | Categones |

Position Joh Title

Hiring Status

Rankin, Eric

Double click on the
RIF shown here.
Hame |Flacement Status .
Rankin, Eric |Accepted Offar
1] | el | 2l
Hiring List Date: 11/7,/.2003 RIF Check Date: 11/7,/.2003
RIF Code: RIF Check By:

RIF Comments: E Rankin gualified DOne
This is the recruiter’'s documentation from
the check of the reappointment register

Finally, edit the Placement Status to show RIF. See How do | Document
Interview Results/Edit the Placement Status?
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How do | Edit the Placement Status?

In the Hire tab, select the Placement status to be edited and right click. Select
Edit Placement Status. This will bring up the Select Placement Status Window.
Click on Edit Placement Status.

Ghost, Casper

. | i

Select the new placement status and click Done. The Placement Status will
change to the newly selected status.

k. 'Select Placement Status

Accepted Offer

RIF

@ Cancel |
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Requisition Analysis
Hire

How do | Close a Requisition?

Once all positions have been filled, close the requisition. Click on the Hire tab.
Right click anywhere in the hiring list area and then choose Close Requisition.
The requisition status will now show Closed. Applicants on the internet will see
the status as Filled.

k. Requisition Analysis [ 212 - TRAINER II ]

Req Plan | Fozition | Reqlnfo 2 | Req Info 3 | Req Info 4 I Tazks | F.5A0 | Results | Applic

MName Hiring Status Position Job Title
MOUSE, MICKEY Mo Show for Intervi |C543 TRAINER I
MOUSE, MINKIE Dther Candidates | [JIEEE TRAINER |1

RUBELE, BARMEY Poor References
GHOST, CASFER Offer Declined

=11 1| | i
Hame Placement Status
DUCK, DONALD Accepted Offer
[Earze] Beqursition
Edit Hirmg Status
1] | Al | 2l
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How do | Reopen a Requisition?

If additional positions must be filled, a requisition can be reopened to use the
same hiring list for the same job title. Click on the Hire tab. Right click in the
hiring list area. Choose ReOpen Requisition. The status of the requisition will
return to Hiring.

ke Requisition Analysis [ 27 - INSPECTOR. II, UDOT ]

Req F"Ianl F'n:nsitin:nnl Req Infa 2| Req Infn:|3| Heqlnfndl Tasksl KS.-'i'-.EII Hesultsl Applid w gn:nriesl

Name Hiring Status Position Job Title
[Mickey Mouse Interdew Wi48E INSPECTOR I, UDOT
Hanson, Jennifer Interview WA INSPECTOR I, JDOT
Danald Duck Intervien
Bamey Rubble Candidate Withdre
sandy Beach FIF-Maot Qualified |4 | |
[relete Hiring List Hame Placement Status
- EjEl Minnie Mouse Accepted Offer
Edit Hitimg Status
4| | _*I 4| I _'I

Next, go to the position window and add another position. (See How do | Add
Another Position?) Follow the instructions for How do | Hire an Applicant?.
When finished, close the requisition. (See How do | Close a Requisition?.)
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How Do | Approve a Requisition?
System Browser

At system browser, double click on Requisition Approval.
l:,. Systemn Browser - [PEKDS] - |I:I|£|

c-# PEKDS

=8 Utah Job Match

= Recruitment

----- {IL Clase Requisitions
----- 4Tl 1SAD Group Maintenance
----- iTh KSAD Level Maintenance
----- 4ZL KSAD Public Group Maintenance
----- {Th Re-Open Regquisition
----- {T} Reappaintment Register
----- {IL Recruitment Category Maintenance
----- {IL Reguisition Analysis
----- 2% P equisition A
----- {TL Requisition Change Cwner
#-[7 Utah Job Match
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Requisition Approval

Search Field

Search for the applicable requisition by selecting ID, Title, or Agency.

Contains Field
Search for the applicable requisition by typing in the ID, Title, Agency, or ALL.
Search

Click on the search button to pull up search results.

Add

Add additional search criteria by clicking on this button.

Delete

Delete search criteria by clicking on this button.

E.' Requisition Approval =100 x|

Search Field

Contains

Once the search criteria is Delete
entered, click on the Search
button to populate the results. ency Status Cd

Created By
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Approve

Requisition Approval

Once the search results populate, highlight the correct requisition and right-click
with your mouse and select Approve. Not everyone will have access to approve
requisitions, but those who do have access will only have access to their own

agency.
ﬂ, Requisition Approyal - |I:I|5|
Search Field Contains Anchicr Search
E ] fi T
Add
Delete

Reg# |Open Date [Joh Title

Agency (Status Cd  |Created By

INSPECTOR II, LIDOT py— [ ey MELLE
141 |08/25/2003 |[TRAIMER I E — Mewr TohAAD
Inapprove
143 09/04/2003 [MAIL CLERK II o [Mew EQMCL
144 09052003 |[RESEARCH COMSULTAMTEI 120 P ey MELLE
Highlight requisition, right-click and
select Approve.
Fow 1 of 4
4| | i
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Requisition Approval

Unapprove

Highlight the correct requisition and right-click with your mouse and select Un-
approve. Not everyone will have access to unapprove requisitions, but those
who do have access will only have access to their own agency.

F." Requisition Appro¥al - |O] x|
Search Field Contains AnciCr Search
[0 = fe L T
Add
Delete
Open Date |Job Title Created By
105312003 |INSPECTOR |, LDOT FEKDS

141 05/26/2003 [TRAINER I ey THMAD
143 09/04/2003 [MAIL CLERK I M ey EQmCL
144 09052003 |RESEARCH COMSLUILTANT R0 NELLE

Highlight requisition, right-click and
select Unapprove.

Row 1 of 4
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Reappointment Register

Reappointment Register - What is the Reappointment Register?

The reappointment register is for: a) career service employee(s) who have been
terminated due to a reduction in force (RIF) and b) Schedule A employees who
are eligible to be placed on the reappointment register. (See Workforce
Adjustment Plan/Reduction in Force Manual at www.dhrm.utah.gov)

Check the Reappointment Register — When Creating a Requisition
When creating a requisition, a message that reminds the user to check the
reappointment register before proceeding will appear.

Reappointment Message
This message appears after the Approved Position is added. Follow the steps
below before completing the requisition:

Click OK and go to the Applicant tab.

E f Requisition Analysis| 166 - o [uf
ReqPlan Poston |Heqlnfu2| Reghio 3| Reqiniod| Tasks| K540 | e | Catgoies |
Agenc]:f: 1200 Tax Commiszion Nopeoved Posiion
Authorized Job 1D: 11010 —
Auth Job Title: OFFICE CLERK I
Waork Location Under Fill
Oy - Sandy

In accordance with R477-5-4(2] and Likah State Code 67-19-13-(8), please review the reappaintment register for
qualfied RIF candidates, Document all effarts to determing RIF elighiity for reappaintment in the comments window,

3
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Reappointment Register

Right click in the Applicant tab and select RIF List to review the
reappointment register.

K. 'Requisition Analysis [ 166 - OFFICE CLERETT] ' - |I:||i

Req F‘Ianl F‘nsitinnl Heqlnqul Heqlnqul Req Info 4| Tasksl KSI—‘«D' Result: Applcant | Hirel Eategnriesl

Group|Score [Band Rif Vet Name Pref Pts| Revwd By |Revw Date

RIF Hire

RIF List

Rewview
Eand 3

Hirirg List

Recalculate
Expark

Reviewing the Reappointment Register
Highlight individuals on the reappointment requisition to view Employee
Information, Experience, Academics, Availability and Removal.

K Register - 7 o =]

RIF Register 1 RIF Register 2 I

EIN RIF'd Employee Last Schedule B Position Max StepDhrn

'-.-ﬂ-;-'r:-r:u D, HOLLY
4 | |

Employee Info ]Experience ] Academics ] Availability & Remuval]

EINM: F15455 Reappt Dt: |1 141403 Cancel Dt: [11/14/04 E-Rif: I:[

Last Name: ["WOOD First Name: [HOLLY

Last Schedule B Position: |Secret:ary

Agency: [DHRM Max Step: 43

Dhrm Rep: Hloe Jones

Dhrm Rep Phone: 3538-3025
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Reappointment Register

Employee Information

The Employee Information tab includes the Employee Identification Number,
Reappointment Date, Cancel Date, E-Rif eligibility, Last and First Name, Last
Schedule B Position held, Agency, Max Step, DHRM Rep and phone number.

E. Register - 8 (Read-0Only)

RIF Register 1 RIF Register 2 |

EIMN RIF'd Employee Last Schedule B Position Max StepD ~|

142142

| bI
Employee InfodlExperience I Academics I Auailahbility & Removal I
EIMN: 142142 Reappt Dt: I'] 141403 Cancel Dt: I'] 11404 E-Rif: D

Last Name: [Ghost First Mame: [Casper

Last Schedule B Position: |Secretary

Agency: [DHR M Max Step: [13

Dhrm Rep: [John Jones

Dhrm Rep Phone: EBEI—SQEID

Experience
The Experience Tab includes duties and experiences that the individual has
performed.

E. Register - 9 : - |I:I|_J|

RIF Register 1 RIF Register 2

EIN RIF'd Employee Last Schedule B Position Max StepD;l

142142 |Ghost, Casper

1]
Employee |
Experience:

Secretary - DHRM - May.5-01 to Mov.14-03 - Exercised independent judgrment =]

in office specialties and perform complex production tasks requiring

specialized office skills plus a comprehensive knowledge of pertinent rules,

regulations, policies, and procedures. Served as the focal point for advanced
agency-specific assignment(s). Processed a variety of agency docurments by
reviewing for accuracy and completeness, updating information, evaluating

against policy, comparing elements for consistency or logical relationship, and
otherwise taking action where such procedures may require independent

Judgment.

|

cademics | Availability & Remowval |
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Reappointment Register

Academics
The Academics tab includes education, certificates, licenses, etc.

| F. 'Register - 9

RIF Register 1 RIF Register 2

EIN RIF'd Employee Last Schedule B Position Max Stepﬂﬂ

142142 |Ghost, Casper Secretary

J

D vailability & Remaval

B= degree in Communicatian 4]

Employes Inﬂ:ll Experie

Academic Information:

Availability & Removal
The Availability & Removal tab includes the type of work and area that is
acceptable to the individual and when they are to be removed from the
reappointment register.

ELs |

I E. 'Register - =]
RIF Register 1 RIF Register2
EIN RIF'd Employee Last Schedule B Position Max StepD ~

142142 |Ghost, Casper

[l

Employee Info | Experience | Academicgfl Awailability & Removal

Availability Information:
Available to work Full-tirme in Salt Lake County.

Removal Information:

May be removed from the reappointment register one year from the |
reappointment date ar if a position with an equal or greater salary range is
accepted |
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Reappointment Register

After reviewing the RIF List, click Done if no individuals meet the minimum
requirements of the open position. Document the RIF review results in Req Info
4 Comments window.

If an individual on the RIF List meets the minimum requirements of a position,
they must be reappointed, without examination, to any career service position
which has a pay range with a maximum step equivalent to (or lower than) the
maximum step of the pay range of the last career service position held.

To Copy a qualified individual from the reappointment register, highlight their
information, right click, Copy and then click Done.

i:, Reappointment Reqgister =

EIMN |RIF'd Employee Last Schedule B Position Ma= StepD;l
T

142142 |SGhost, Casper

L | — _I

Employee Info I Experience I Academics I Awailability 8 Rermoval I

EIM: 142142 Reappt Dt: |‘1 141403 Cancel Dt: |1 151404 E-Rif: I:I

Last Hame: [Shost First Hame: [Casper

Last Schedule B Position: [Secretary

Agency:'DHRM Max= Step:F13

Dhrm Rep: [lohn Jones

Dhrm Rep Phone: 538—3280

Clone I
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Reappointment Register

Check the Reappointment Register — When Creating a Hiring List

At the end of the requisition process a hiring list will be created. Another
message will appear to automatically take the user to the Reappointment
Register.

1. Click Yes to continue or No to Cancel. Clicking Yes takes the user to the
reappointment register. (A hiring list cannot be created if cancel is
selected).

+ Requisition Analysis [ [ =100 X

Req F‘Ianl F‘nsitiunl Fieqlnanl-Fieqlnfcﬂl Fieqlnfndl Tasksl KSI—‘«EI' Fesut: Applicant |Hire| Eategnriesl

Pref Pts Revwd By |Revw Date
2AFECLO 1043

MOUSE, MICKEY 10/30/2003

Generate Hiring List?

You are about to generate a hiring lisk; the Fallowing will occur:

* %ou will be taken ko the RIF List and be expected to document your RIF information

* Al applicants of this group and higher banded groups will be included

* In accordance with tah State Code 71-10, bwenty percent (20%) of the hiring list {or all of the qualified
available vets, whicheyer is greater) Forwarded bo the hiring official For interview must be veterans,

Do you wank o continue?

Yes Mo
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Reappointment Register

2. If there are no individuals that meet the requirements of the open position,
proceed with the hiring list.

3. If an individual meets the requirements of the open position, copy the
employee to the requisition by highlighting their information, right clicking
and hitting Copy.

f... Reappointment Regiskter ===

[EIM |RIF'd Employee |Last Schedule B Position |Max SteplD_~|
1

142742

ol |

Shost, Casper

Employee Info I Experience I Academics I Auailahility & Remowal I

EIN: [142142 Reappt Dt: [11/1403 Cancel Dt: [11/1404 E-Rif: [ ]
Last Hame: IGhDst First Name:lCasper

Last Schedule B Position: [Secretary

Agency:lDHRM Max Step: IEB

Dhrm Rep: I.John Jdones

Dhrm Hep Phone: 538—3280

Done I

4. The RIF Check Documentation box will automatically appear to document
results of the RIF review. Click Done. If the Cancel button is selected, a
Warning indicating the user must document the RIF review will appear.

€, RIF Check Do

M Hu

W Sy Rif cd [MNo Cualified [=1
Lt
== Rif Check Dt 11/14/2003 Rif Check By FEJKB
Rif Comments
here were not any gqualified candidates on the RIF List.
=S |

Done I/ Cancel

@ Hiring lisk will nok be generated until RIF has besen documented, do wou wish bo continue?

|y

Yes Mo I
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Reappointment Register

If an individual meets the requirements of the position, highlight the information,
right click, copy and then click Done.

ﬂ,. Reappointment Regisker

b
EIN |RIF'd Employee Last Schedule B Position Max StepD *l
T

142142 (Shost, Casper Secretary

. |_copv |

Employee Info | Experience | Academics I Awailability & Removal I

EIN: 142142 Reappt Dit: |1 1414403 Cancel Dt: |1 141404 E-Rif: I:I

Last Hame: |Ghust First Hame:lCasper

Last Schedule B Position: [Secretary

hgencyr:lDHRM Max= Step:IEB

Dhrm Rep: [John Jones

Dhrm Rep Phone: 538-3280

Done

The individual’s information is copied to the open requisition.

=

I Requisition Analysis [ 212 - TRAINER II ] :
Feq F'Ianl F'n:usitin:nnl Heqlnanl Heqlnanl Heqlnfn4| Tasksl KS.*—‘-.EI' Results Applicant | Hirel Eategnriesl

Group|Score Band Rif Vet Name Pref Pts|Revwd By |[Revw Date
0 55 Q FLINTSTONE, FRED 25/PECLO 10/30/2003
0 47 Q MOLUSE, MICKEY PECLO 10/30/2003
0 41 o MOLUSE, MINNIE PECLO 10/30/2003
0 33 Q DUCK, DONALD PECLOD 10/30/2003
0 11 o RUBELE, BARMEY PECLO 10/30/2003
0 11 Q GHOST, CASPER PECLOD 10/30/2003
1 * |Ghost, Casper
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Reappointment Register

Hiring a RIF

If an individual on the RIF List meets the requirements of a position, they must be
reappointed, without examination, to any career service position which has a pay
range with a maximum step equivalent to (or lower than) the maximum step of
the pay range of the last career service position held.

To hire an individual from the Reappointment Register, highlight the applicant,
right click and select RIF Hire.

F.. 'Requisition Analysis [ 212 - TRAINER II ] : iy || gl

Req Plan I Poszition I Feq Info 2 I Feq Info 3 I Req Info 4 I Tasks I k540 I Fesultz:  Applicant | Hire I Categonies I

Group |Score |[Band Rif |[Vet|Name Pref Pts| Revwd By |Rewvw Date
0 o5 o FLINTSTOME, FRED 25PECLD 10/30/2003
0 47 il MOUSE, MICKEY FPECLO 10/30/2003
] 41 [ MOUSE, MIMMNIE FPECLO 10/30/2003
] 33 o DUCK, DONALD PECLD 10/30/2003
0 11 il RUBEBELE, BARMEY FECLO 10/30/2003
] 11 Cl GHOST, CASPER FPECLDO 10/30/2003

Shost, Casper

RIF Hire
RIF Lisk
Review

Eand r
Hiring Lisk

Recalculate

Expork

The individual is automatically moved to the Hire Tab. The Position and Job Title
will automatically populate from the Approved Position selected when creating
the requisition. See the Requisition Analysis Position section.

_(of 4

egories I

I Requisition Analysis [ 212 - TRAIMER II ]

Reqg Plan I Poszition I Req Info 2 I Req Info 3 I Reqg lnfo 4 I Tazks I FSan I Resultz I Applicy

Hame Hiring Status Position |Job Title

Shost, Casper CEA3 TRAIMER I
ull I i3
Hame |Placement Status

2l | | e I i

Hiring List Date: 11/14/2003 RIF Check Date: 11/10/2003

RIF Code: RIF Check By:
RIF Comments: MNone MNone
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Reappointment Register

To edit the hiring status highlight the individual and right click. Select the RIF-
Qualified status and click Done. See How Do | Edit a Placement Status?

ﬂ. Requisition Analys

| 1

f* Select Hiring Status

Req F'Ianl F'u:usitiu:unl Heqlnfu:uEl HeqlnfDSI FRegh

Does Mot Meet Minimurm Reguirerments &
[ it i ey

Mo Show for Interiew

Offer Declined

Other Candidates More Competitive

Foor References

Name Hiring Status

Shost, Casper Interview

RIF
RIF-Mot Qualified
FIF-Cualified
Done | Cancel |
1] | i
Hiring List Date: 11,/14/2003 RIF Check Date: 11/10/2003
RIF Code: RIF Check By:

RIF Comments: MNone MNone

To hire a RIF’d individual, double click on their information to move them to the
bottom right of the screen. The Placement Status will show Accepted Offer.

. Requisition Analysis [ 212 - TRAINER II |

Feg F'Ianl F'c:sitiu:unl Feq Info 2| Req Info 3| FReq Infu:u4| Tasksl KS.-'l".Ell Hesultsl &pplicant  Hire |Eategu:uries|

Hiring Status Position |Job Title
- . CE43 TAINER
RIF-Clualified Nk MRS
< I i
Name Placement Status
Ghost, Casper Accepted Offer
‘| | K | i
Hiring List Date: 11/14/2003 RIF Check Date: 11/10/2003
RIF Code: RIF Check By:
| RIF Comments: MNone MNone
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Reappointment Register

DHRM will delete individuals off of the reappoint register for the following
reasons:

1. An individual on the RIF List is reappointed, without examination, to any
career service position which has a pay range with a maximum step
equivalent to (or lower than) the maximum step of the pay range of the last
career service position held. Note: An E-RIF is eligible to remain on the
reappointment register until placed in a career service position with an
equivalent salary range to the last career service position held.

2. The Cancel Date for the individual is met.

3. The individual requests in writing to be removed from the reappointment
register.

Register - 10 =(0] 3

RIF Register 1 RIF Register2

EIN  RIF'd Employee Last Schedule B Position Max Step[]ﬂ
45675 DOG, SNOOPY Infarmation Analyst Al Ji
78954 HAWKS, HOLLY

142142 |Ghost, Casper
Delete

fidd Applicant To Requisition

DHRM can add qualified individuals to an open requisition by highlighting the
information and right clicking. Click on Add Applicant to Requisition.

=0l x]

Ey Register - 9 {Read-Only)

RIF Register 1 RIF Register 2

RIF'd Employee Last Schedule B Position Max Stepﬂﬂ

142142 |Ghost, Casper

fAidd
Delete

a

Employee Info | Experience |
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Reappointment Register

A window will populate to search for the requisition to add the RIF’d employee to.
The Search field will allow a search by Requisition ID or Job Title. Enter the
Requisition ID or Job Title and Click the Search button. The requisition
information will automatically populate. Click Done.

ﬂ. Search For Requistion

Search field Contains [case sensitive) And/Or =earch I

|[Requisition 1D |12 [T~
Jab Title Delete |

L i Date |Status  |Job Title

04,2003 |Interviewing ([TRAINER I

4| 0

Done LCancel |

Printing RIF Report
Users can only access the reappointment register Report through an open

requisition. Select reports on the menu bar and then RIF List Report.
For more information, see the Report section.
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KSAO Group Maintenance

How Do | Perform KSAO (Knowledge, Skills, Abilities, and Other)
Group Maintenance?

System Browser

At the system browser, double click KSAO Group Maintenance.

K. 'System Browser - [PEKDS] -0l x|

- PEKDS
=88 Utah Job Match
=% Recruitment
----- {IL Close Requisitions
KSAD Group Maintenance
----- iTh KSAD Level Maintenance
----- dZL KSAD Public Group Maintenance
----- {IL Re-Open Requisition
----- 1Tl Reappaintment Register
----- dIL Recruitment Categary Maintenance
----- dTL Requisition Analysis
----- {TL Requisition Approval
----- 4T, Requisition Change Owner
=-[0 Utah Job Match

KSAO Group Maintenance

Clicking on the KSAO Group Maintenance browser will take you to a window
called the KSAO Level Groups window. In this window, the group name,
corresponding levels, and ratings can be viewed by using the scroll down bar in
each section to view the options.
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KSAO Group Maintenance

gy
€. kSAD Level Groups =10 x|
Group Hame Effective Date | Status -
Experience/knowledge Level 08,06,2003
Yes/Mao 0508,/2003 Active
Fass/Fail 03/06,/2003 Active
Education Level 03,159,003 Active
Years Experience 05202003 Active
[
Awailable Group Levels

Level - . Rating |Level
] SENIOR LEVEL
MO

3 WORKING LEVEL
ENTRY LEVEL 1 ENTRY LEVEL
WORKING LEVEL ~ o NOME

SEMIOR LEVEL
SUPERYISORY LEVE
PASS

The Levels listed in this Group Level box are associated
with the KSAO Group Name of Experience/Knowledge

Level highlighted at the top of this screen shot. The
Ratings are listed to the left of each level.

Adding New Groups

Add additional groups by right-clicking on any group name and clicking Add.
Next, follow the steps under Editing New Group. The ability to add Group
Levels, created in the KSAO Group Maintenance browser, to an active
recruitment is dependent upon the Recruitment Type that is selected in the
Requisition Plan tab, see further explanation under Recruitment Type.
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KSAO Group Maintenance

K. 'kSA0 Level Groups . =10 x|
Effective Date | Status
I80E2003

Group Name

Experiencef/knowledge Level Active
feslo y——
Pass/Fail Edit
Education Level

‘fears Experience

bctivate
End

HAwvailable Sroup Levels

Level - . Rating |Lewvel
5 SEMNIOR LEWVEL

MO WYORKING LEVEL
ENTRY LEVEL EMTRY LEWEL
WYORKING LEVEL MOMNE

SEMIOR LEWVEL
SUPERYISORY LEVEL
PASS

o — (L

Save | Daone |

Recruitment Type

In the Req Plan Tab, If the recruiter selects “Internal” as the Recruitment Type,
then the recruiter will have access to any KSAO Group levels that were created
by that agency and org as well as Public Group Levels that were created by
DHRM (Department of Human Resource Management). If the recruiter selects
“State” or “Public” as the Recruitment type, then only Group Levels created in the
KSAO Public Group Maintenance (DHRM Only) window can be accessed.

E.'panuisition Analysis [ 230 - ] =10l x|
' u:usitiu:unl Req Info 2| Heqlnfu:uSl Heqlnf04| Tasksl KS.-'-‘-.EI' Hesultsl .ﬁ.pplicantl Hirel Eateguriesl
Requisition 1D 230 Posting Open Datel—;l
Status New Posting End Datel—;l
Recruitment Type [Public [~
This position may ISntt:trQal Ireer service at a later date |

Recruiter Hame
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KSAO Group Maintenance

Editing New Group

Once a new group has been added, use the scroll down bar to find the blank
group that was added. Highlight the blank group, right-click on that group, and
select Edit. Next, follow the steps under Edit Window.

k. 'ksa0 Level Groups 0] x|
Group Name Effective Date |Status 4]
Jumping Jacks 0905,.2003 Y
LEWEL 09/05,2003 I ey
SEASOMNAL 09,05/2003 Active

FORMER SEASONAL 039,05/2003 Active

[ |-| ,I'E 1 ,I'LL" |_| |_| :: ["-l By

Awailable . Use this scroll down bar to
Level n Leve§ find the blank group that
| has just been created.

add
Delete

MO

ENTRY LEWEL

WYORKING LEVEL Right-click on the highlighted
SEMIOR LEVEL group and select Edit to create a
SUPERVISORY LEVEL name for the new group.

PASS

Save | Dane |
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Edit Window

KSAO Group Maintenance

The edit window allows input of the Group Name, Effective Date, and Ended
Date. In addition, the staus and creator of the KSAO group can be viewed.
Once the information has been entered, click Done to go back to the main
screen. Next, follow the steps for Associating Levels to Group Name.

ﬂ. KSAD Level Groups

Group Name |
Effective Date IW
Status Mew
Ended Date
Created By FEKDS

Svailable

MO

EMTRY LEWEL
WORKING LEVEL
SENIOR LEWEL
SUFPERYVISORY LEVEL
PASS

=101 x|

Enter Group Name and Effective Date here.
Can also enter an Ended Date when

applicable. Click on Done when finished.

Sroup Levels

Rating |LE'||.|I'E|

Save | Cone |
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KSAO Group Maintenance

Associating Levels to Group Name

The example below shows that a new Group Name has been added called
TESTING. Highlight the TESTING group and select a level listed in the lower
lefthand box. Once a Level has been selected, click on the > button to copy that
Level to the Group Levels box in the lower righthand side. Select all applicable
levels.

£, 'ksaD Level Groups =10 x|
Group Name Effective Date | Status BN
RELATED DEGREE 08/18/,2003 Active
RELATED DEGREE 2 08/18/2003 Active
MOMTHS OF EXPERIENCE TO 2 YEARS 03/19/2003 Active
MOMNTHS OF EXPERIENCE 2+ YEARS 08/26/2003 Active
Testing 10/21,2003 N
TESTING 104242003
HAyailable Sroup Levels
Level B Rating |Lewvel

SEMIOR LEVEL

BEGINMER
INTERMEDIATE
AN AN C
Click here to bring the highlighted
level on the left hand side over to the
Group Level box on the right hand

Save | Done |

side.

Level Description

Each level has a description to determine whether it is applicable to the Group
Name. To view the description, right-click on the highlighted level and click Level
Description.

- k. Level Description =10 x|
Available
Level :I Requi_res de_mnnstrat_en_:i wark _ -]
= | BXperience in supervising or managing
SENIOR LEVEL —— | others in the peformance of this task.

SUPERVISORY LEWVEL
PASS

FAIL

BEGINNER
INTERMEDIATE
ADVANCED




KSAO Group Maintenance

Rating

Once all levels have been selected, input a rating into the rating box for each
Level. Ratings can vary such as 0-5, or 0 and 50, or 0-2. The number of levels
selected will determine the ratings. One level must always equal zero as this
would show that an applicant is not qualified for that KSAO. It is suggested that
other rating scores remain lower than 10 so as not to skew the final score.

. 'kSAD Level Groups O] =|
Group Name Effective Date Status BN
LEWVEL 09/05/2003 Y
SEASOMAL 02/05/2003 Active

FORMER SEASONAL 09/05/2003 Active
Testing 10£21/2003 Ended
TESTING 10/21/2003 j

Awailable Group Levels

Rating |Level

||_E'||.||'E!| - |
=

MO

EMNTRY LEWVEL

WORKING LEVEL )
SEMIOR LEVEL Enter the Rating scores here, one of the

SUPERVISORY LEl Scores must be zero, the other scores can

PASS be whatever you want. Click on Save.
oo |

Removing Levels from Group Name

If a Level is copied to the Group Level window, on the lower righthand side, in
error, then highlight that level and click on the < button to bring that Level back
over to the Level box on the lower lefthand side. Once all the levels and ratings
have been added, click the Save button, then click Done.

Available Group Levels

||_E"|.|I'E| - . | Rating |Lewel
NOD

ENTREY LEVEL
WORKING LEVEL
SEMIOR LEVEL
SUPERVIZORY LEVEL k
PASS

To remove a level, Click here to bring the

highlighted level on the right hand side over
to the Available box on the left hand side.

Save | Dione |
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KSAO Group Maintenance

Activating Group Name

Once all levels have been selected and rated, the Group Name should be
activated. To activate the Group Name, highlight the group, right-click, and
select activate. This will change the Status from New to Active.

K. kSAO Level Groups =10l %
Group Hame Effective Date Status -]
LEWEL 03,/05/2003 WY
SEASOMAL 03/05/2003 Active

FORMER SEASCOMNAL 03,/05/2003 Active
Testing 105212003 Ended

1072142003 T

TESTING

Add

Delete
Awailable Group Levels o
Level j . Rating |Level
_ ] FASS
MO a FAIL

EMTRY LEVEL
WORKING LEVEL
SENIOR LEVEL
SUPERVISORY LEVEL
PASS

Save | Done |
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Ending Group Name

KSAO Group Maintenance

To end a Group Name, highlight the name, right-click and select End. This will
change the Status from Active to Ended.

KSAD Level Groups

=10 x|

Group Hame

Effective Date |Status

Expe

1062003

Add —
YesMlo Delete HAE2003 Active
Fass/Fail Edit 1062003 Active
Education Level _ i1 92003 Active
: Bbivate :
Years Experience FQDEDDS Active
i
HAvailable Sroup Levels
Level - . Rating |Lewvel
_ ] SEMIOR LEVEL
MO 3 WORKING LEVEL
ENTRY LEVEL 1 EMTRY LEWVEL
WORKING LEVEL - o NONE
SEMIOR LEWEL
SUPERWISORY LEVEL
FASS
=
Save | Done |
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What Reports are Available?

Requisition Analysis

The Requisition Analysis provides an overall picture of the requisition. The
Requisition Analysis report displays the following:

Administrative data (recruiter’'s name, agency information, etc.)
Attached positions

Tasks

Exams

KSAOs

KSAO weights and required/desired designation

Recruiter’s questions/statements and levels attached

Travel Required, Working Conditions, and On Call Comments
Recruitment Plan

Comments

VVVVVVVVYVYY

Open the appropriate requisition and select Reports from the main menu bar.

Utah 1= :~tch

File Ed indow  Help

[z @Y O# | & B@ETD

| k. ‘Requisition Analysis [ 189 - TRAINER II ]

Heq Flan | F'l:nsitil:unl Feqg Inf|:|2| Fieqlnh:uSl Feqlnfo 4| Tasksl KS.ﬁ.Ell Fiesultsl .-“-‘-.pplicantl Hirel I:ategl:nriesl

Select Requisition Analysis. The report will open in its own window.

k. \utah Job Match

1]

Ewxam Results

1 =]
F‘E':IF'LE' Hiring List r e [nfo 4 | Tasks | kSA0 I Resultz | Applicant | Hire | Categories |
""""""""""" Open/Clozed Bequisitions k
Req -'atus Histon osting Open Date [10/26/2003
RIF Lizt Bepart
Stat Requisitions By Owner Posting End Date |1DG1EDD3
Rec Fequizsitionz By Becruiter

See How Do | Print a Report? to print the report.
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Applicant List

The Applicant List provides a list of the KSAOs and associated rating levels. The
list also shows how each applicant’s score was computed.

Open the appropriate requisition and select Reports from the main menu bar.

Utah =" ~+ch

Fil= Ed indow  Help

le@ Y O# % BE D

| ke Requisition Analysis [ 189 - TRAINER. II ]

Feq Flan | F'u:usitiu:unl Feq Info 2| Fieq Info 3| Fieq Infu:uell Tasksl KS.-’-‘-.EI' Hesultsl .-’-'-.ppliu:antl HireI Eateguriesl

Select Applicant List. The report will open in its own window.

Utah Job Match

File Edt | Reparts ‘Window Help

Hiring List T ]
OpendClozed Requizitions k

a0 |nfo 4| Tasksl KS.-*-.EII Hesultsl .-'-‘-.ppliu:antl Hirel Eateguriesl

*osting Open Date I1DEBI2EIEI3
Posting End Date |1Eh'31f2lillil3

Status Hiztory

RIF Lizt Feport
Requisitionz By Owner
Sta  Requizitions By Recruiter

See How Do | Print a Report? to print the report.

Exam Results

This report is used to view exams and the applicants’ exam scores/results.
Exam Results may be sorted two different ways, by applicant or by exam.
Sorting by applicant lists each applicant, the applicant’s exam, and the
applicant’s results for that exam. Sorting by exam lists each exam, then each
applicant, the applicant’s results for that exam.

Open the appropriate requisition and select Reports from the main menu bar.

Utah =" ~*ch

File Ed indow  Help

2@ TY O 4 BB

| k. |Requisition Analysis [ 189 - TRAINER II ]

Feq Flan | F'u:usitiu:unl Feq Info 2| Feq Info 3| Req Infu:u4| Tasksl KS.-’-‘-.EI' Hesultsl .-’-'-.ppliu:antl HireI Eateguriesl
I
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Select Exam Results and either Sorted by Applicant or Sorted by Exam. The
report will open in its own window.

k. Utah Job Match
File Edit | Reports ‘Window Help
R equizition Analuzi

Sorted by Applicant
Sorted by Exam

g =[O x|
KS.i'-.EII Hesultsl .-’-'-.ppliu:antl Hirel Eateguriesl

osting Open Datel1Df28;"2DD3
Posting End Datel1[lf31f2[l[l3

See How Do | Print a Report? to print the report.

....................

RIF Lizt Repaork
R equizitions By Owner
Sta  Requizitions By Recruiter

Hiring List

This is a printed version of the Hiring List created in the Applicant tab. To create
a hiring list, see How Do | Create a Hiring List?. Two versions of the hiring list
are available, the Long Hiring List and the Short Hiring List. A Long Hiring List
includes the recruiter’s contact information, hiring instructions, RIF instructions,
the applicants on the hiring list, applicant profile information, and each applicant’s
answers to the online application questions. The Long Hiring List allows the
hiring manager to view the applicants’ resumes, if submitted, and any other
supporting documentation provided on the online application. The Short Hiring
List includes, the recruiter’s contact information, hiring instructions, RIF
instructions, the applicants on the hiring list and contact information for
applicants.

Open the appropriate requisition and select Reports from the main menu bar.

Utah 1= :~tch

T oM ¥ BB

k. 'Requisition Analysis [ 189 - TRAINER II ]

Req Flan | F'l:usiticnnl Feqlnfo 2| Feq Info 3| Feqg Inf|:|4| Tasksl KS.-“—‘-.Dl Hesultsl .ﬁ.pplicantl HireI Eateguriesl
I
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There are three choices: Enter Hiring List Instructions for Hiring List, Long Hiring
List, and Short Hiring List.

File Edit | Reportz ‘Window  Help
JI:'LE E Requigition Analyziz Ctrl+FR
Applicant List

Hirirg Lizt Enter Hiring List [netructions far Hiring List
., o - Open/Closed Requisitions k Lang Hiring List

R S tatus Histary Shart Hiring List

Requisitionz By Owner
Sta  Requizitions By Recruiter

- — amn
Posting End Date |1Eh'31f2lillil3

Enter Hiring List Instructions for Hiring List

Choose Enter Hiring List Instructions to provide directions and information to the
hiring official. Type or cut and paste information in the Hiring List Instructions
window. Press Enter or click on Close when finished.

G Hiring List Instructions

If you would like to interview a candidate on the "Well Qualified” list, you must =
interview all candidates in the "Well Qualified" and "Best Clualified” lists. If you
choose to interview a candidate on the "Clualified” list, you must interdew all
candidates in the "Cloalified, "Aell Qualified” and "Best Qualified” lists, Interview
guestions must be job-related and all candidates rmust be asked the same guestions.

At the conclusion of the interview process, please send an offer letter to the selected
candidate and non-select letters to all those interviewed but not selected. If you need
examples of what these letters should contain, please let me know. Following the
final interview decision, provide me with the following information:

=
1 | *

)

After entering Hiring List Instructions, open the appropriate requisition and select
Reports from the main menu bar. Choose Long Hiring List and the report will
open in its own window.

Longqg Hiring List

131



Reports

See How Do | Print a Report? to print the report.

Short Hiring List

After entering Hiring List Instructions, open the appropriate requisition and select
Reports from the main menu bar. Choose Short Hiring List and the report will
open in its own window.

See How Do | Print a Report? to print the report.

Open/Closed Requisitions

The Open/Closed Requisition reports will show the number of requisitions and
the number of days between requisition statuses for a selected range of statuses.
For example, a report will show all requisitions with the requested criteria
(agency, recruiter, date range, etc.) and the number of days between the chosen
statuses.

Open the appropriate requisition and select Reports from the main menu bar.

Utah Ink ™~atch

e @M $ BB

| k. 'Requisition Analysis [ 189 - TRAINER II ]

Req Flan | F'l:usiticnnl Feqlnfo 2| Feq Info 3| Feqg Inf|:|4| Tasksl KS.-“—‘-.Dl Hesultsl .ﬁ.pplicantl HireI Eateguriesl

Select Open/Closed Requisitions. Choose to run the report by Agency, Job ID or
Recruiter. Since the Listed by Agency, Job ID, and Recruiter reports work the
same, this manual discusses only the Agency report.

k. 'Utah Job Match

Fil= Edit | Reports “indow  Help

J| {E E Requizsition Analyzis Ctrl+H
Applicant List
_ o] x||

(NS | Exam Fesults

................. Open/Clozed Requisitions Lizted By Agency
I Statuz Hiztary Lizted By Job IO
BIF Lizt Feport Lizted By Recruiter

af=n Ry Ll wrer
osting End Date|1DG1a"2EID3

; tsI .-’-'-.ppliu:antl Hirel Eateguriesl

Sta  Requizitions By Recruater

After selecting Listed By Agency, the Report Criteria window will open.
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Enter the range of agency numbers in the From Agency and To Agency fields to

run the report. (Your security access will determine which agencies you have

access to.) If only one agency is desired, enter the same agency number in the

From Agency and To Agency fields.

- Report Criteria

Please specify criteria for the report.

ISED To Agency:J) 2t0

From Date: P”':””g':":' To Date: I

From Status: | |;| To Status: | |:|

Recruiter Name Like: F'\U—

oK Cancel |

Enter a date range in the From Date and To Date fields for requisitions to be

ﬂ- Report Criteria

Please specify criteria for the report.

From Agency: IEED To Agency: IEED

pammum 1 0/31/2003

From Status: IZE To Status: | |;|

Recruiter Name Like: P\LL

0Ok Cancel |
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Reports

Enter a range of statuses in the From Status and To Status fields. If only one
status is desired, enter the same status in both fields.

This report would show all closed requisitions in the Department of Natural
Resources, between August 5, 2003 and October 31, 2003 and the number of
days between the time the requisition’s statuses were New and Closed.

& Report Criteria

Please specify criteria for the report.
From Agency: IEED To Agency: IEED
From Date: PBMEQDE To Date: |1':|*"31-'QDD3
From Statusg)|ew - C"I'SEd N
% ey ey
Recruitd Approved LL Approved

Dpen Cpen
Feviewing Reviewing
Interviewing Yinterviewing  eel |
Hiring Hiring
Cloged Cloged

Enter the recruiter’'s name in the Recruiter Name Like field. The name does not
need to be exact. For example, if the recruiter’'s name is Billy and you enter Bill,
it will still find the recruiter’s requisitions. To bring up all recruiters’ requisitions
that you have security access to view, enter ALL. Click OK. The report will open
in its own window.

k& Report Criteria

Please specify criteria for the report.

From Agency: IEED To Agency: |EEEI
From Date: F'B*'DEFQ':'E To Date: I*l 04312003
From Status: |NEW |;| To Status: ICWEEEi |;|

Recruiter Hame Like: )=

Cancel |
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See How Do | Print a Report? to print the report.

Status History

Open the appropriate requisition and select Reports from the main menu bar.

Utah Ink ~atch

e @0 & BRI

| k. 'Requisition Analysis [ 189 - TRAINER II ]

Req Flan | F'u:usitiu:unl Reqlnfo 2 | Req Info 3 | Req Info 4| Tazks | F.5A0 | Results | Applicant | HireI Eateguriesl

Select Status History. The report will open in its own window.

k. Utah Job Match

File Edit | Reportz ‘Window Help

JI {a E Requigition Analyzis Ctrl+FR

———  Applicant List

Exam Resultz k 10| x| |
Hiring Lizt |

Rhet Statuz Hiztony
e

osting Open Date I1EI;"28I2EIEI3
Posting End Date |1DG1EDD3

See How Do | Print a Report? to print the report.

Requigitionz By Owhner
Sta  Requizitions By Recruiter

RIF List Report

This is a report version of the Reappointment Register.

Open any requisition and select Reports from the main menu bar. (A requisition
must be open to make the Reports option available.

Utah ok ™~atch

e @M $ BB

| k. 'Requisition Analysis [ 189 - TRAINER II ]

Req Flan | F'l:usiticnnl Feqlnfo 2| Feq Info 3| Feqg Inf|:|4| Tasksl KS.-“—‘-.Dl Hesultsl .ﬁ.pplicantl HireI Eateguriesl
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Reports

Select RIF List Report. The report will open in its own window.

Utah Job Match

Fil= Edit | Reportz Window Help

JI {a E Requizition Analysis Ctrl+R
————  Applicant List
Elr =veils Exam Resuls » ;IEIEI |
Hirirg Lizt 1] _ O] x|
e Open/Clozed Requisitions L
i Reqg Fl:

eq I nfo 4| Tasksl KS.-'l'-.EII Hesultsl .ﬁ.pplicantl Hirel Eateguriesl

rosting Open Date |1EI;'?BI2IIIEI3

Sta  Requisitions By Recruiter Posting End Date |1EI;"31I2IZIEI3

See How Do | Print a Report? to print the report.

Requisitions by Owner

The Requisitions by Owner report lists all requisitions for a selected owner/user
ID. The report lists:

» Recruiter » Requisition status
» Requisition id number » Date Created

» Schedule code » Requisition Type

» Jobid and job title » Number of Positions

Open any requisition and select Reports from the main menu bar. (A requisition must
be open to make the Reports option available.

Utah Int ~atch

e @0 M ¥ BE

| ke Requisition Analysis [ 189 - TRAINER. II ]

Feq Flan | F'u:usitiu:unl Feq Info 2| Fieq Info 3| Fieq Infu:uell Tasksl KS.-’-‘-.EI' Hesultsl .-’-'-.ppliu:antl HireI Eateguriesl
|
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Reports

Select Requisitions By Owner. This opens the Report Criteria window.

Utah Job Match
File= Edit | Reports window Help

J| {ﬁ E R equizition Analyzis Ctrl+H
————  Applicant List
k. =vedl: Exam Fesults r =10] x| |
Hiring List 1] _ O]
; OpendClosed Requisitions L - - -
: Status History Eeq Info 4 | Tasksz | KSAQ | Results | Applicant | Hire | Categaries |
RIF Ligt B eport
Requisitions By Owner osting Open Date |1Da"28f‘2|]l]3
Star  Requisitions By Recruiter Posting End Date |'III|I31I2EIEI3

Enter the owner’s User ID and a date range desired.

Report Criteria

Please specify criteria for the report.

Owner Name Like: |HHAEEC

From Date: PBMEEDE To Date; |12/31/2003

Cancel |

Click OK and the report will open in its own window. See How Do | Print a Report? to
print the report.
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Requisitions by Recruiter

Enter the recruiter's name in the Recruiter Name Like field. The name does not need to
be exact. For example, if the recruiter’'s name is Billy and you enter Bill, it will still find
the recruiter’s requisitions. To bring up all recruiters’ requisitions that you have security
access to view, enter ALL. Click OK. The report will open in its own window.

Open any requisition and select Reports from the main menu bar. (A requisition must
be open to make the Reports option available.

Utah Ink ~atch

e @0 M 4 BB

| k. |Requisition Analysis [ 189 - TRAINER II ]

Feq Flan | F'u:usitiu:unl Feq Info 2| Feq Info 3| Req Infu:u4| Tasksl KS.-’-‘-.EI' Hesultsl .-’-'-.ppliu:antl HireI Eateguriesl

Select Requisitions By Recruiter. This opens the Report Criteria window.

Utah Job Match

Fil= Edit | Reports “Window  Help

J| {E E Requizsition Analyzis Chrl+FR
————  Applicant List
k. =vel: Exam Resuls r 10| x| |
Hirirg List 1] O] x|
i Open/Closed Requisitions L - - -
 FiegFl: Status History e |nfo 4 | Tasks | k5a0 I Fesults | Applicant | Hire | Categories |
RIF Ligt R eport
Rel  mequisitions By Dwner Posting Open Date |1EI;"2EH2IZIEI3
Requizitionz By Becruiter Pnsﬁng End Date I‘]I:I,."S‘] L2003
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Reports

Enter the recruiter’'s name in the Recruiter Name Like field. The name does not need to
be exact. For example, if the recruiter's name is Billy and you enter Bill, it will still find
the recruiter’s requisitions. To bring up all recruiters’ requisitions that you have security
access to view, enter ALL. Enter the desired date range to view. Click OK. The report
will open in its own window.

ﬂ- Report Criteria

Please specify criteria for the report.

Recruiter Name Like: |Eii||

From Date: PBMEEDE To Date: | 12/31/2003]

Ok Cancel

See How Do | Print a Report? to print the report.
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How Do | Print a Report?

While the report window is open, click on the print button.

Utah Job Match

File “Window Help

ke Hirng List Report

-
—

STATE O

Hir
1—
Requisition 189 - TRAINER Il
Recruiter King Arthur Phone (501)393-5355 En

Department 100 - Dept Administration Srve
Division
Hiring List Instructions

At the conclusion of the interview process, please send an offer letter to the select
you need examples of what these letters should contain, please let me know. Fol
the conclusion of the interview process, please send an offer letter to the selected

| | -

How Do | Email a Report?
First open the report to be emailed. Use a program such as Adobe Distiller or Adobe

Acrobat to change the report to a pdf format. Save the pdf file and email it as an
attachment.
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Security

Obtaining Access to Utah Job Match Recruitment

Users must complete a security form and obtain the necessary signatures to be granted
security access to the Utah Job Match Recruitment system. The security form is
separate from the HRE and Utah Job Match Job & Position security access form.

How to Complete a Security Access Form

Either use the copy of the security access form provided in the training class or
download the Utah Job Match Recruitment Security Access from www.dhrm.utah.gov
under Human Resources, HR Forms, and then HRE/UJM Forms.

1. Complete the Agency/Department, Division, and Date Requested Fields. Then
select a Request Type. Select new for a new user, delete to delete a user, and
Change to simply change some aspect of the user’s security access (such as org
ranges under Access Information).

Agency/Department Division Date Requested
Request Type Type of Change
[] New [[] Name
[] Delete [] UserlD
[] Change [] Other

2. Next, complete the User Information box. The user’s ID and password are the same
ID and password used for UJM Job & Position and/or HRE.

User Information

User ID: Note: This is the same user ID you use for Job & Position and/or HRE.
Name: Title:

Phone: Employee ID #
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Security

3. For HRE and/or UJM Job and Position User’s: A user’s security access to UJM
Recruitment will be the same agency and org range as their security access to HRE
and/or UJM Job & Position. To change security access to agency and org ranges,
submit a new HRE Security Access form. Users cannot change agency and org
range access with a UJM Recruitment Security Access Request Form.

For UJM Recruitment Users only: Complete this section. The user may have
multiple org ranges as in the example below. To have access to all orgs within an
agency, use org range 0000 to 9999.

Access Information

If you have access to HRE and/or UJM Job & Position, your agency and org ranges will
be the same. DO NOT COMPLETE THIS SECTION!!! Information entered below

will be disregarded. To change your agency and org range access, complete a new
HRE Security Access Request Form.

If you are a UJM Recruitment User only, please complete this section.

Agency #: 140 Low Orgs or Ranges:  0000-9999
Agency #: 950 Low Orgs or Ranges:  1500-3000
Agency #: 950 Low Orgs or Ranges:  3100-3900

4. Ensure that all signatures are complete before submitting the form. The only
situation that all signatures are not required is when the HR Director is the
employee’s supervisor. In this case, the Employee Signature and HR Director
Signature will suffice.

Signatures

| understand the Utah Job Match Recruitment system is considered to be private and confidential. Itis a
breach of security to divulge logon ID and password information. Failure to maintain the confidentiality of data,
logon ID, and password could result in the removal of access to the system and/or disciplinary action.

Employee Signature Date Print Supervisor Name

Supervisor Signature Date Department HR Director Signature
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5. Next, select the desired Role(s). A user may have more than one role.

User — a typical recruiter needing standard access to inquire, create and update
in order to carry out recruitment activities

Requisition Approver — a user designated by the agency who will approve
requisitions ready to be posted online

Read-only — a user who does not normally perform recruitment activities but
needs read only access to requisition analyses or other data

DHRM Only

Administrator — a user with access to all functions which may include granting
and editing user security access, maintaining the Reappointment Register,
maintaining Public KSAO levels, and other administrator functions.

DHRM User — user at DHRM performing recruitment activities, assisting agency
users, and has the ability to add a RIF to any requisition

Access Options

Roles
(Choose all that apply)

User

Requisition Approver
Read-only

DHRM Only
Administrator
DHRM User

L] e

Activities for each role
(Choose all that apply) Inquire Update Create Delete

Requisition Analysis
Requisition Approval
KSAO Group Level Maintenance

DHRM Only

Change Requisition Owner
Reappointment Register

KSAO Public Group Maintenance
KSAO Level Maintenance

I
N
I
I
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Inquire — This allows the user to view information entered in UJM.

Update — Users will be able to update information that is already created in UJM. (Users can
only change information that they created).

Create — Users can create new Requisition Analyses.

Delete — This will allow users to delete information created in UJM.

6. This section is for the system administrator to track the users security access
history.

DHRM Use Only

Does the User have required training? O Yes Class ID O No Referred to

What action was taken: [0 Add User [0 Change or Add Orgs [0 Change Roles [0 Change Activities [ Denied

System Administrator Signature
Date

Deleted User: By: Date

Security Access Changes

To change security access, the user must send a new security access form to request
the change. Because auditors only allow DHRM to maintain one active security form for
each user, the new security form must contain all access information, not just the new
changes. For example, if a user has security access to Agency 100 Orgs 1000 -2000
and now needs access to Agency 100 Orgs 3000-4000 in addition, the security form
must list both Agency 100 Orgs 1000-2000 and Agency 100 Orgs 3000-4000. See the
sample below.

Access Information

Home Org # 100
Agency #: 100 Low Orgs or Ranges:  1000-2000
Agency #: 100 Low Orgs or Ranges:  3000-4000
Agency #: Low Orgs or Ranges:
Agency #: Low Orgs or Ranges:
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| Agency #: Low Orgs or Ranges:
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Utah Job Match Online
Create Account

How Do | Create an Account?

Log onto the internet and go to www.statejobs.utah.gov. If this is your first visit to the
web site, click Create Account.

Address I@ http:fi168. 179,240, 12 fujmfujm. jsp

u %Q State Online Services Agency List ISearCh Utah.gow gUl

3 Department of Human Resource Management

Home Contact Us

eloomme to TTtah Job Ifatch, where job seekers get connected to state gowverrunent jobs. T ou can access
thiz swstem by cliclking desired hnles to the left

To apply for a job, wou must first have an account. If vou already have one, vou may login and access your
account's mfermation. If you do not have an account, you can set one up by clicking the "Create A coount”
hnle and supplying the requested mformation.

Enter the following information: First Name, Middle Name/Initial, Last Name, Birth Date
and Last 4 Digits of SSN (Social Security Number). Click Next.

Department of Human Resource Management

Homa Contact Us

Please supply the following information. Your name, birth date and the last four digits of your 35N are used
DHRM to umcuely identify you within the system

Login o )
"* indicates a required field,

Cteate A ccoutit

First Name * |
Middle Name/Initial |
Last Name * |
Birth Date * [Salact. . +|| |
D

Dlowith

Last 4 Digits of 88 * |

MWt

OpenJohs

iy Wear
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Select a Login ID from the provided options and type in the desired password. Retype
the password and click Next.

Department of Human Resource Management

Home

Mo account exists based on the infarmation you supplied. To create a new account, select a Login [D
from the choices below and enter a passward for your new account,

T0E &EI:EIIHNT Select a Login ID from the following options:
ol & fapplicarf
History (" japplicand?
OpenJobs C jDSEPhEEa
L':'E':'Pf \ e —
Desired Password (up ta 15 characters)
Retype Password [
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Complete Account and Contact Information
Address Line 1

Address Line 2

City

State

Zip Code

Day Phone Number

Evening Phone Number

E-Mail

To change your last name, click on Last Name Changed?

Account Information

Hello
JOSEPH APPLICANT [ S TY [Eta JOSEPH

Profile Middle Name/Initial R
Last Hame APPLICANT
Birthday 201471
Last 4 digits of your 1563
Social Security Number
Login ID jBapplicang
Password {up to 18 characters and numbers)

Contact Information

Please ensure that this information is correct so you can be contacted if necessary.

Address 1: '234 Somewhere Street
Address 2: |

City: [Ealt Lake City

State: |UT-Utah =l
Zip Code: |sa118

Day Phone Number |3m_555_5555

(Please include area code and number)

Evening Phone Humber |801-999-3599

(Pleaze include area code and number)

E-Mail Ijoe@hotmail.com
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Complete Profile Information
Current/Previous State of Utah employee?
e If yes, choose yes and enter the last agency of employment.
e Current State Employees — enter your Employee ldentification Number to
view internal and statewide recruitments.
Veteran’s preference
Conviction Information
Citizenship/Eligibility Information

Profile Information

Have you ever worlked for the Mo -
Srate of Utah?

If so, please indicate which |
agency.

Cwrrent employees, enter your I

e This allows Current State Employees to view
(six digit maumber found on your pay . . R

stul) internal and statewide recruitments!

YVeteran's Preference

I arm not a weteran
) Weteran

MNote: If wou claim any wveteratn status,
wou will be reguired to bring wour
DDZ214 to each job interview to which
wou are itvwited.

TInrmarried widowanidower of a weteran
Dizabled Veteran

Purple Heart Eecipient

TThrmarried widowwridower of a disabled veteran

SO000®

Profile — Conviction and Citizenship/Eligibility Information

If the job seeker has not been convicted of a misdemeanor or felony answer No. If yes,
explain in the field provided. Answer Yes or No if the job seeker is a U.S. citizen or
eligible to work in the U.S. Read the conditions of creating an account and check the
box to indicate the understanding of these conditions before continuing.
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Hawve you ever been convicted of a
Misdemeanor? If so, explain.

Mo -
Have you ever been convicted of a Felony? MNo -
If s0, explain.

BN BN

Are you a citizen of the U.5.7 wes *
Are you eligible to work in the U.5.? “es ¥

By creating this account, I affirm that the applicant profile, subrnitted resuree and anyy additional documentation contain no misrepresentation or
falzification and that the inforroation iz true and complete to the best of myr knowledge and belief, I arm aware that should ireestization at any time
disclose any such misrepresentation or falsification, I willbe disgualified from further consideration or, if emplosed by a State agency, T may be
terroinated from emplovrnent. I forther authorize any of my employers or references to give the Director of the Department of Hurnan Resource
Ianagernent or any hiving State agency any prbeate or confidential information concerning ror eroployiment record. If considered for laar enforcernent
positions; or positions ireobang care, custody, or control of children or vulnerable adults; fiduciary trust;, or national security, then I herebzyr
authorize the State of TTtah to conduct a thorough backsround irsrestigation in any and all aspects of activities, corsdctions and critninal record. T
herebyr release your organization or any other agency irrvobved in releasing this information from any crvil or criminal labilits arising under the Federal
Rights and Preacy Act or other applivable State statutes. Wou rnay be required to undergo drg testing ag a condition of employament for safety
sensitive positions. &1 state eraploseess are subject to drug or aleohol testing at anyy time based on reasonable suspicion.

W | have read and understand these conditions
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Equal Employment Information (optional)

Equal Employment Information is optional. The information provided is confidential and
used for reporting purposes. Select gender: Male/Female Age 40 or older: Yes/No
Ethnicity:  N/A, Black, Caucasian, American Indian/Alaskan Native, Asian/Pacific
Islander, Hispanic.

Equal Employment Information ( optional )

(sender MiA
Are you 40 or older? [N/, 'l
Ethnicity NJA -

aave Changes

Click Save Changes to save the information provided.

Note: Once an account has been created, job seekers are able to view and edit their
Profile, Application History and Open Jobs Information. Only one account must be
created regardless the number of jobs applied for.
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How Do | View or Change My Profile?

Profile

The Profile window shows the job seeker’'s Account Information which includes Name,
Birth Date, and the last four digits of SSN, Contact Information, Profile Information and
Equal Employment Information. The information on the Profile window can be updated
by the job seeker by logging into their account using the Login ID and Password that
was created. To save changes to the account, click OK.

State Online Services Agency List ISearu:h Lltah. o ng T :

Department of Human Resource Management

History
Profile
History Tou have not applied for any jobs.
Click to wiew Open Jobs,

[:]I:: en Johs

Lo gn:nﬁf
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Profile Information

Account Information

Hello

JOSEPH APPLICANT First Name JOSEPH
Middle Hame/Initial R
Last Name APPLICANT
Birthday 24471
Last 4 digits of your 1565
Social Security Number
Login ID jBapplicanS
Password |M {up to 15 characters and numbers)

Contact Information

Please ensure that this information is correct so you can be contacted if necessary.

Address 1: [1234 sOMEWHERE S1
Address Z: |

City: [SALT LAKE CITY

State: | UT-Utah -1
Zip Code: IEERRE

Day Phone Number |(EED‘I) EGRE-EEEE

(Please include area code and number)

Evening Phone Mumber [CORNEEER:EEE]

{Flease include area code and number)
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How Do | View Open Jobs?

Open Jobs
Click on Open Jobs or Click to view Open Jobs to view available jobs. Open jobs can

be sorted by: Title, Agency or Category and clicking “Go”. This will create an Open
Jobs List.

u (a}n State Online Services Agency List |Searc:h |Jtah.gow ng =

Department of Human Resource Management

History
Frofile
10bs.

History T o1yl I -
Ao Click to view Open Jobs,
Upen Jobs

Home Contact Us

Hello Sort Open Jobs by ITitIe 'I GDl

JOE APPLICANT
Title
Agency

Cateqo

] pen Johs

Lo 2 off
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How Do | Apply For Open Jobs?

After clicking on Open Jobs, the job seeker will click Apply to be considered for open
jobs. To view the job announcement, click on the highlighted title. This screen
indicates the requisition #, salary range and closing date for the job.

Department of Human Resource Management

Home Contact Lis

Click on a title to review
the job announcement.

Open Jobs List

Hello Req# Tifl Salary Closes
JOSEPH APPLICANT
123 @ CHEMIST/MICROEIOLOGIST III Step 40 (51714 1o Step 64 ($2574) 2072004 Apply
Profie 141 PTG ST Step (1714 toStep 6432574 242004 Apply
. 149 QFFICECLERKI Step 13037 taStep BB 11TD 2004 Apgly
istory 101 TRAINERII StepdS (B 153M 1o Step 60CH2309) 2262004 Apply

Job seekers respond to statements or questions. Supporting documentation may be
provided in the box located below the question. When the information has been
entered, click Save.

CHEMIST/MICROBIOLOGIST 1l
Salary Range Step 49 ($ 17.14) to Step 64 ($ 25.74)
Opens: 08/28/2003 Closes: 02/20/2004
Recruiter:
Julie Brogdon
(801) 5383280
jbrogdong@utah.gov

Flease respond to the following staternents or guestions using the options provided. You are also
encouraged to provide additional supporting docurmentation, when requested, in the space provided.

Do you have a degree in chemistry?

"cut and paste" vour response.

BACHELORS DEGREE = |
MASTERS DEGREE
I =
What type of scientific instruments have you used? Please attach a resume for review.
| MoNE =
Supporting Documentation - twpe or"cut and paste" vour response.

=

Sawve I
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How Do | Edit or View Jobs Applied For?

Application History

Click on History to view jobs that the job seeker has applied for. The information
provided to the employer can be updated by clicking Edit. The information can only be
edited while the status of the job is open.

Department of Human Resource Management

Home Contact Us

Application History

Hello
JOF APPLICANT Req# Opendate Close date Applied Status Job

CHEMIET/MICROBIOLOGIAT,

123 0272372003 0272042004 1042072003 Open I

I_. (u] ;::': (5] ﬂ-"

After the job Close date, Application History can only be viewed.

Department of Human Resource Management

Home Contact Us

Application History

Profile

Req# Open date Close date Applied Status Job
Application History )
i & 123 BB2003 202082004 10,/2002003 Interviewing E?WISTMICROBIOLDG @
Cpen Jobs
]_.I:Ii::':l:lﬂ-"
Hella After the Close date, the
JOSEPH APPLIC . . .
Application History can only
be viewed.
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How Do | Log Off?

Log Off
Job seekers Log Off when finished using the State of Utah’s web based application site

for the security of their account information.

u&%u State Online Services Agency List Search Utah.gow El j_,:-:_;

Department of Human Resource Management

History
Profile

History Tou have not appled for any jobs.
Clck to wiew Open Jobs.

Cipewe Tobhg

Job seekers are informed when logged off.

Department of Human Resource Management

Home

Contact Us

You are logged offl

Logn Thank you for your interest in State jobs.

Create Account

Please visit this site frequently to see new job postings.

Opet Jobs
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